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SYSTEM REQUIREMENTS

" Operating System: Windows 2000 or XP

* Internet Browser: Internet Explorer 5.5 or higher

®  Adobe Acrobat Reader: Version 5.0 or higher

= Office: Microsoft Office 2000 or higher

* Printer: Laser printer, which is capable of printing within 3/8” from the bottom of the page.
® Toner: MICR toner

*  Paper: Blank Deposit Paper (24 Ib. & Twice Perforated, 8727 x 117)

*  Monitor: Computer screen capable of displaying 800 x 600 pixels
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SECURITY

Password

Password rules:

1.

SRR e

Must be a minimum of 7 alphanumeric characters
Must contain at least one lowercase character
Must contain at least one uppercase character
Must contain at least one numeric character
Special characters and spaces are not allowed
Case sensitive

Three (3) consecutive incorrect attempts to logon inactivates a UserID. Users can
contact the Agency Site Administrator to have it reset. Site Administrators that get
locked out may contact another Site Administrator in their agency or can contact
STO to have their UserID reset.

UserID not found. Please
try again.
UserlD:

Your account is inactive.
Please contact your site
administrator.

UserlD:

Passwaord:

|
=




Security Levels

State Treasurer’s Office Level:

= STO Admin:

OO0OO0OO0Oo

o

Can add/delete agencies

Can add/delete agency CTS accounts

Can add/delete/modify CTS banks

Can add/delete agency Site Administrator
Can leave system message for all EDF users
Can run special reports

Agency Level:
» Site Administrator

Can add/delete/modify other agency personnel (lower secutity levels)
Can modify/delete another Site Administrator profile

Can reset any UserID except their own

Can view user manager audit trail

Can also do everything listed under ‘Supervisor’

=  Supervisor

0 Can determine how agency name appears on deposit slips
0 Can modify deposits not transmitted (Deposits Manager)
0 Can download deposit data to Excel
0 Can add/delete/modify location codes for each agency CTS account
0 Can set up For Agency Use (FAU) lines on location code
0 Can set up CTS account-location code relationship
0 Can activate/inactivate banks available
0 Can set defaults for CTS account # and location to determine which account-location
appears on the deposit form first
0 Can determine deposit start number
0 Can view agency manager and bank manager audit trails
0 Can also do everything listed under ‘User’
= User
0 Can key deposits
0 Can also do everything listed under ‘Viewer’
*  Viewer
0 Can view/reprint deposits
0 Can view deposit audit trail
0 Can create reports
0 Can download report to Excel
0 Can modify own password, phone number or e-mail address in ‘My Profile’

Functions Available at each Security Level

= STO Admin:

(0]

o
o
o

User Administration
Agency Administration
Bank Administration
System Message

= Sjte Administrator:

(0]

Agency Maintenance

Section 2 — Security 2-2



e  User Manager
e Agency Manager
e  Bank Manager
O Deposit Maintenance
e Deposits Manager
¢ Download Deposit Data
e Create a Report
e View/Reprint a Deposit
O Deposit Entry
e Deposit
e Pre-sort (Pre-Sort Agencies only)
e  Misc-Sort (Pre-Sort Agencies only)
e Imaged Cash Letter
e Remote Deposits
e Adj./Wires/Misc
*  Supplemental Adj.
= Wires/Misc
=  Supervisor
0 Agency Maintenance
e Agency Manager
e Bank Manager
0 Deposit Maintenance
e  Deposits Manager
e Download Deposit Data
e (reate a Report
e View/Reprint a Deposit
0 Deposit Entry
e Deposit
e Pre-sort (Pre-Sort Agencies only)
e Misc-Sort (Pre-Sort Agencies only)
e Imaged Cash Letter
e Remote Deposits
e Adj./Wires/Misc
*  Supplemental Adj.
= Wires/Misc
= User
O Deposit Maintenance
e Create a Report
e View/Reprint a Deposit
O Deposit Entry
e Deposit
e Pre-sort (Pre-Sort Agencies only)
e Misc-Sort (Pre-Sort Agencies only)
e Imaged Cash Letter
¢ Remote Deposits
e Adj./Wires/Misc
=  Supplemental Adj.
= Wires/Misc

Section 2 — Security



*  Viewer
0 Deposit Maintenance
e Create a Report
e View/Reprint a Deposit

Section 2 — Security
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AUDIT TRAIL

Audit trails allow someone to see when something was modified (or added/deleted) and who made
the change. While only site managers and supervisors have access to the audit trails for the Agency
Maintenance Section (User Manager, Agency Manager and Bank Manger), everyone can see the audit

trail for

a specific deposit item.

Audit trails for deposit items may be viewed in the following functions:

Deposit Manger (only available prior to transmission and must be supervisor or site

manager)
View/Reprint a Deposit (everyone)

Deposits Forn
aintenan | Deposit Maintenance | Deposit Entry

\Welcome, Pat Emc Sup,
You are logged in to the EDF system with Supervisor privileges,

Logoff | Cont:

Emerald City Maintenance

My Profile. | Help

Deposit Maintenance

Deposits Manager
Download Deposit Data

1] System Message

(last message posted 7/27/2004)

Create a Renort
Wiew Reprint 3 Deposit

W

iew list of all pending deposits.

Deposit Manager

Search for a Deposit:

By Deposit Number:

By Bank Number:

Enter Deposit Mumber

By Total Deposit Amount:

By Location:
Search |

Search |

Search

l_ Search |

Search by Deposit Number

View/Reprint Deposit
Search by Date
1. ¢ My Deposits OR £ 4ll Deposits
2, Enter Deposit Date
7/28/2004

Search

Deposit Manager - View All

Deposits | Pre-Sort | Misc-Sort | Wires/Misc. | Supplemental

New Search

Select a deposit below to

View/Reprint Deposit

view and/or reprint.

Deposits —
e Deposit Number Deposit Type Location Bank Deposit Total Deposit Date Entered By
Deposit Deposit i Deposit Entered 1333000001 D woz 12 852.00  7/22/2004 Clsite
Date Number Location Bank Total By Status & 123}
1333000001 ) WOZ o7 $656.00 7/22/2004 Clsup
/2272004 1333000001 WOZ CB&T-07 $£656,00 Clsup Haold 1333000001 P WOZ 11 $456.00 3/25/2004 Clsup
7/22/2004 1333000001 WOZ  BOW-12 $852.00 CLsite Transmit 1233000001 . uidehs Sl s OS2 5 200 e
1 000001 & WOZ 03 $321.00 3/23/2004 Cluser
Deposit Manager - Edit ] Deposit Viewer
Deposit Number: 1333000001 | Deposit Status: Transmit | | Deposit Type: D Deposit Number: 1333000001 | Deposit Status: Transmit | Deposit Type: D
ACCOUNT f LOCATION 333 / WOZ
I Fez 00 ACCOUNT / LOCATION 333/ WOZ S 555,00
FOR AGENCY USE:
I FOR AGEMCY USE:
I— COIN ONLY 0.00 (S8 Gl (T 0.0
CHECKS 0.00
[ELaEELE 0.00 EANK ACCOUNT: 12 (BOW-12)
BANK ACCOUNT: 12 (BOW-12)
. |Bankstamp [Default) TRANSPORT: Bankstamp )
TRANSPORT Pl i TEM COUNT, I—D ITEM COUNT: O
DATE DEPOSITED: |7/22/2004 DATE DEPOSITED: 7/22/2004
TOTAL DEPOSIT 852.00
s1amaTURE: |CLsite [uentilel st ar LAl SIGNATURE: CLsite ¥
Save I | Reprint Denosij( Check Audit Trail) Reprint Deposit(| Check Audit Trail )
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LOGON AND LOGOFF

Logon

Three (3) consecutive incorrect attempts to logon inactivates a UserID. Users can contact the
Agency Site Administrator to have it reset. Site Administrators that get locked out may contact
another Site Administrator in their agency or can contact STO to have their UserID reset.

UserIE not found. Please
try again.

UserlD:

Password:

Your account is inactive.
Please contact your site
administrator.

UserlD:

Password:

Logoff

It is very important for you to click on ‘Logoff’ to completely log out of the system,
rather than just clicking on the <’ in the upper right corner to close the internet
browser.

/3 EDF - Menu - Microsoft Internet Explorer provided by the State Treasurer’s Dffice

J File Edit ‘Wiew Favorites  Tools  Help

J GBack » = - D fat | {Qhsearch  [GFavorites  C#History ||%v =3

J Address I

Logoff | Contact STO | My Profile | Help !

Emerald City Maintenance

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry




EMAIL STO: CONTACT STO (EDF
QUESTIONS)

If you have any EDF or deposit questions, you may contact us by clicking on ‘Contact STO’ to send
us an email. An untitled message form will pop-up with our email address.

M\{ gé; ~ Page =~ Safety = Tools + @v »

ot | Contact STO | Repurt Large Deposit | My Profile | Help

DEVELOPMENT - State Agency

| (@ EDF - Menu | |

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Just type your message and send.

™ Untitled - Message (Rich Text) — O] x|
J Eil= Edit Wiew Insert Format Tools Actions Help ‘
| Fserd S| R B0 (B! 4] |.Opt|0ns..

| arial - -|A|B £ u|=

From... ||
To... | |edfdepasits@treasurer ca.gav
e ||
.. |

Subject: I

i
1"

|
=




EMAIL STO: REPORT LARGE DEPOSITS

Deposits that total over $100,000.00 need to be reported to the Financial Services Section of the
Treasurer’s Office. To report a large deposit you must choose the “Report Large Deposit” option to
send an e-mail to Financial Services and not the “Contact STO” option.

{EEDF - Menu @ -8 | e - Page - Safety - Tools - '@v »

Logoff | Contact ST(; | Report Large Deposit | My Profile | Help

Board of EquaHzatro

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

When you click on the “Report Large Deposit” option the pre-set e-mail (shown below) is ready for
you to type in your message and send it to STO’s Financial Services Section.

™ EDF Deposit = $100,000 - Message (Rich Text)
EEe = BE0 me ! 4| Bogrs. 3,

File Edit Wiew Insert Format  Tools  Actions  Help

Tau. |Financia| Services Section
o ||

Subject: |EDF Deposit = $100,000
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MY PROFILE

Any user may modify password, phone number, and e-mail address information for their personal
UserID profile by clicking on ‘My Profile’.

|§EDF-Menu |_| -8 = - Page - aefefy~Tomley @-

ogoff | Contact STO | Report Large Depusit | My Profile | Help

DEVELOPMENT - State Agency

3

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

1. Make the desired changes
»  See Password section under Security for password rules
* Note: fields marked with an asterisk are required
2. Then click ‘Update’ to save

2

ﬁ 7 = Qéu v Page = Safety = Tools = @v

‘ @EDF - User Profile | |
| Contact STO | Report Large Deposit | My

DEVELOPMENT - State Agency

User Profile

You may edit the information below.
(* required field)

Name pat agency
UserID patagency
Password*

Phone Number

‘QLDEGI inkranet da v H00%

0 Inb
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ONLINE HELP

You may click on ‘Help’ for limited on-line reference. It takes you to a screen where you can
download a copy of the most current EDF User Manual in PDF format or view the short names of
the banks.

& - B = Qé; ~ Page = Safety - Tools'ﬁ\»

Logoff | Contact STO | Report Large Deposit | My Profile | Help

DEVELOPMENT - State Agency

(€ EDF - Menu

S~

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

User Manual
When you click the ‘User Manual’ link, the most current EDF User Manual appears in PDF format

»

"_EEDF-HEIp & - B = Eé ~ Page ~ Safety - Tools - @v

Logoff | Contact STO | Report Large Deposit | My

DEVELOPMENT - State Agency

y -
Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry
EDF Help
User Manual
List of Bank Short Names
(& http:fjedidevihelp/manual. pdf ﬁ - B =1 [;é; - Page - Safety + Tools - @v
BRAD & 27 B € e Ao DD T

Bookmarks

-
00 - Cover Sheet pdf &
00 - Table of

kL State Treasurer’s Office

01 - Recommended
System
Requirements far the
EDF Application. pdf

02 - Security. pdf
03 - Audit Trail.pof

04 - Logon and
Logaff. pdf

05 - Contact STO.pdf
05 - My Profile. pof
07 - Online Help.pdf

08 - Systerm Electronic DepOSit Form

Messages. pdf

e ™ (EDF) System

Instructions. pdf

& 10-12 Agency
Maintenance

] 13-17 Deposit
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List of Bank Short Names
1. When you select the ‘List of Bank Short Names’ link, the list of all current Regular Banks
appears with the following information:
= (STO) Bank Number
* Bank Short Name
= Bank Lines
= Bank Encode
=  Bank Type
2. Use the appropriate links to view the list of all current Pre-Sort, Misc-Sort, Imaged Cash Letters
or Remote Deposits banks

{EEDF - Help - 8 | pmn v Page v Safety - Tools+ @~

Logoff | Contact STO | Report Large Deposit | My Profile | Help

DEVELOPMENT - State Agency

Deposits Form
Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

EDF Help

User Manual
List of Bank Short Names

Logoff | Contact STO | Report Large Deposit | My

b Deposits Forn STO Admin

Main Menu | User Administration | Agency Administration | Bank Administration | System Message
List of Bank Short Names To view a list of Pre-Sort, Misc-Sort,
Reqular | Pre-Sort | Misc-Sort | Imaged Cash Letters | Remote Deposits Imaged CaSh Letters or RemOte DeP051tS
Bank Number Bank Short Name Bank Lines < Bank H Banks, Cth on the appropﬂate llﬂk.
01 BOFA (5)-01 (1) BANK OF 4 3 YES
05 CITI (P3)-03 VES Prz-lort (P
06 TNION (P5)-06 YES Prz-dort (P
03 WELLS (BOE)-09 %0 Prz-fort (P
0% 'WELLS (DCSS)- N0 Pre-Sort (B
08 'WELLS (DMV3-0% jis) Pre-Sort (B 3

Section 7 — Online Help 7-2



SYSTEM MESSAGES

STO will occasionally put a message for all users on the EDF system.
1. On Main Menu screen click on ‘System Message’ in the gray box
2. Click on the message

STQ. | My Profile | Help

Logoff | Conta

pOSitSFRM

ice | Dep

Emerald City Maintenance

De

Main Menu | Ag

inten: it Maintenance | Deposit Entry

Welcome, Cowardly Lion.
You are logged in to the EDF system with Site Admiod  privileges.

Agency Maintenance ﬂ e n
ystem Message

User Manager
R T i (last message posted 7/27/2004)

Bank Manager

Deposit Maintenance
Deposits Manager
Download Deposit Data

Create a Report
Wiew/Reprint 3 Deposit

Logoff | Cont

Emerald City Maintenance

Date Posted Title
727 2004 test message

Logoff | Cont

Dep Emerald City Maintenance

Main Men tenance 1= it Maintenance | Deposit Entry
System Messages

Date Posted Title

7272004 test message
This is a reminder that the system will be down =] '\

0 | My Profile | Help

Q| My Frofile | Help

everyday between 2:00 prm and 2:30 pm

Click to close

8-1



Section

SETTING UP YOUR AGENCY

General Instructions

This is a quick chronological reference on setting up your agency. For specific ‘how to’ details please
refer to the appropriate section in the manual.

STO sets up agency accounts and CTS banks for agency access
STO sets up at least two Site Administrators for each agency
Agency determines users and their security level (privilege)
Site Administrator sets up UserIDs with temporary passwords and security levels (privileges) for
each user [see AGENCY MAINTENANCE: User Manager]
Note: all users should change their password the first time they logon

el S

A Site Administrator or Supervisor does the following:
[see AGENCY MAINTENANCE: Agency Manager]

Set up agency locations

Associate (link) accounts and locations

(optional) Set For Agency Use (FAU) lines for each link

(optional) Set Agency Default account/location (this combination will always appear first on
every deposit entry form)

9. (optional) Set Account Default location (sets the location that always appears first if a specific
account is selected)

AN

A Site Administrator or Supervisor does the following:
[see AGENCY MAINTENANCE: Bank Manager]

10. Inactivate the banks your agency is not currently using
11. (optional) Set the starting deposit number for each active bank (if not set, the default is ‘1°)

9-1



Section

AGENCY MAINTENANCE: USER
MANAGER

Security clearance required:
= Site Administrator

Purpose of Function:

This function allows the Site Administrator to assign various levels of security clearance or privileges,
UserIDs, assign Accounts/Locations/Deposit Types and passwords to approved users. (See
‘Passwords’ section under Security for password rules.) This gives each agency internal control over
the number of people with access to their account as well as control over each user’s type of access.
Each agency may set up their own policies and procedures for determining this authorization
process.

A Site Administrator cannot add another Site Administrator, but can activate/inactivate, delete or
modify another Site Administrator’s profile.

If there is only one Site Administrator for your agency, contact STO for assistance to add another

Site Administrator, delete the current Site Administrator or reset a Site Administrator’s UserID if
they are locked out.

To Add a User Profile:

* Logon as Site Administrator
= Select ‘User Manager’ from main menu
=  (Click on ‘Add a User’

Logoff | Contact STO | Report Large Deposit | My Profile | Help

Ag'eni:y Central

Deposit Entry

User Manager

Audit
( Add a User ]

Edit a User:
User Name User ID Security Level Active
AC, Sup ACSup Supervisor fes
AC, User ACUser User Yes
AC, Admin ACAdmin  Site Administrator Yes
AC, STO STOAC Site Administrator Yes

Add profile on screen below
= Asterisks (*) denote required fields
®  Passwords must be at least 7 alphanumeric characters (see password rules under security)
*  Click Access dropdown for level of security/privilege
*  Click ‘Add User’

Section 10 — Agency Maintenance: User Manager 10-1



Main Menu |

User Detalil

Please add the information below for the new user.
{* required field)

UserID* | |
Password* | Confirm Password* | |
First Name* | Elast Name* | ‘

Phone Numberi |

Email Address | ‘

Access* i_V\EWEf :! EE— ACCCSSZ
—

e = Viewer
L
Supervisor

To Assign or Remove Account/Locations:

Main Menu | /

Logon as Site Administrator
Select ‘User Manager’ from main menu
Click on a user name or UserID

Click on Assign Account/Locations

To Assign: Click on Assign to User (to the right of Account/Location Desired)
To Assign all: Click on Assign All

To remove: Click on Remove (to the right of Account/Location Desired)

To remove all: Click on Remove All

Contact STO | Report Large Deposit | My Profile | Help

i el o o e

o i e e i

"Ag;eh:cy' entral

e b vt ok e i o

| Deposit Maintenance | Deposit Entry

User Manager

Audit
Add a User
Edit a User:
User Name User ID Security Level Active
AL Lo, ACSun (RTaY—Y Wil L
[ AC, User ACUsear User Yas ]
AC, Admin ACAdmin  Site Administrator Yes
AC, STO STOAC Site Administrator Yes

Section 10 —
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| Contact STO | Report Large Deposit | My Profile | Help
i il i e e g o e A e ot o i ad o i N

Agency Central

Main Menu |

User Detail
Please edit the information below.
(* required field)
user>*  [AcUser |
Password* io . Confirm Password* |o7|
First Name* iUser !Last Name* EAC \

Phone Numberl |

Email Address |

Access*

Active*

| Contact STO | Report Large Deposit | My Profile | Help

Agency Central

orerT

e

| e e B e i ot e

Main Menu | | Deposit Maintenance | Deposit Entry

Account/Location Assignments

Available (Assign all

[ 887/000 Assign To User ]
887/DNG Assign To User
987/000 Assign To User
987 /A0K Assign To User
987/DNG Assign To User

Assigned (Remove Al

Mo Locations Assigned

Section 10 — Agency Maintenance: User Manager 10-3



" | Contact STO | Report Large Deposit | My Profile | Help

i e

“"Agency Central

= | Deposit Maintenance | Deposit Entry

Account/Location Assignments

Available (assign aml

887/A0K Assign To User
887/DNG Assign To User
987/000 Assign To User
987/A0K Assign To User
987/DNG Assign To User

Assigned (Remave Al

887/000 Remove

To Assign or Remove Deposit Types:

* Logon as Site Administrator

®  Select ‘User Manager’ from main menu

= (Click on a user name or UserID

= C(Click on Assign Deposit Types

* To Assign: Click on Assign to User (to the right of Account/Location Desired)
* To remove: click on Remove (to the right of Account/Location Desired)

f | Contact STO | Report Large Deposit | My Profile | Help

"Agency Central

Main Menu | Agency M C Deposit Entry

User Manager

Audit

Add a User

Edit a User:
User Name User ID Security Level Active
AL, oun FLma]n|ag TPETviSoT TES
AC. User ACUser  User Yes
AC_admin ACAdmin  Site Administrator Ye
AC, STO STOAC Site Administrator Yes
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| Contact STO | Report Large Deposit | My Profile | Help

"Agency Central

o e i e i i o g

Main Menu |

User Detail
Please edit the information below.
(* required field)
UserID* IACUser |
Password* i.....lll Confirm Password* Ioooooooo |
First Name* iUser !Last Name* iAC ‘

Phone Numberi |

Email Address | ‘

Access* I User

Active* |

[ UpdateUser.] [ Delete User ]

Check Audit Trail | Assign Account/l ocations || Assign Deposit Types

| Contact STO | Report Large Deposit | My Profile | Help

T e e erre T g il e o o o e o i

orM - Agency Central

Main Menu |

Deposit Type Assignments

Available (Assign Al

ADIJUSTMENT Assign To User

[ DEPOSIT Assign To User ]
TVMAGED CASH LETTER TEon 1o User
MISC-SORT Assign To User
PRE-SORT Assign To User
REMOTE Assign To User
SUPPLEMENTAL ADJUSTMENT Assign To User

Assigned (Remove Al

No Deposit Types Assigned
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| Contact STO | Report Large Deposit | My Profile | Help

FrCT CTTY

Agency Central

o el v o i e s

- i
Main Menu |

Available (assign ally

ADIJUSTMENT Assign To User
IMAGED CASH LETTER Assign To User
MISC-SORT Assign To User
PRE-SORT Assign To User
REMOTE Assign To User
SUPPLEMENTAL ADJUSTMENT Assign To User

Assigned {Remove Al

[ DEPOSIT Remove ]

To Modify a Profile (including changing passwords):

* Logon as Site Administrator

»  Select ‘User Managet’ from main menu Please note: each user has the

*  Click on a user name or UserlD ability to change their password,

= Make changes to profile on screen below phone numb?f gnd e-mail

* (Click ‘Update User’ address by clicking on ‘My
Profile’

| Contact STO | Report Large Deg | My Profile |

B g i i e o i

e erT

Agency Central

< i
Main Menu | ¢

= | Deposit Maintenance | Deposit Entry

User Detail
Please edit the information below.
(* required field)
UserID* !;ﬁ.CUser |
Password* e Confirm Password* |
First Name* |User7' Last Name* IACi‘

Phone Number |

l Email Address | ]

Access* : User v|
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To Delete a User:
* Logon as Site Administrator
®  Select ‘User Manager’ from main menu
®»  (Click on a user name or UserID
= (lick ‘Delete Uset’

f | Contact STO | Report Large Deposit | My Profile | Help

0 o e b (Al e U sl

"Agency Central

Main Menu | Agency e | Deposit Maintenance | Deposit Entry

User Manager

Add a User

Edit a User:
User Name User ID Security Level Active

AC, Sup ACSup Supervisor Yes

[ AC. User ACUser . User Tes ]
P ATiTTTITT AT STEE AT TSt tor—Tes
AC, STO STOAC Site Administrator Yes

| Contact STO | Report Large Deposit | My Profile | Help

N S L L b i R B L

tral

v

"Agency Cen

Main Menu | /

User Detail
Please edit the information below.
{* required field)
UserID* iACUser |
Password* io LITTIT) Confirm Password* :o |

First Name* !User !Last Name* IAC ‘

Phone Numberl |

Email Address |

Access* E_User :|
Active* Il’_ __!
[ Update User I [ Delete User ]

Check Audit Trail | Assign Account/l ocations | Assign Deposit Types
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To Reset a UserID:

* Logon as Site Administrator
®  Select ‘User Manager’ from main menu
"  (Click on User Name or UserID on screen below

* Change Active from ‘No’ to ‘Yes’ on screen below
*  Click ‘Update User’

| Contact STO | Report Large Deposit | My Profile | Help

HEEE G R R Rk

"Agency Central

Main Menu | Ag = | Deposit Maintenance | Deposit Entry

User Manager
Audit
Add a User

Edit a User:
User Name User ID Security Level Active

AC Sun ACSup Superyisor

[ AC, User ACUser User Yes ]
AC, Admin ACAdmin  Site Administrator Yes
AC, STO STOAC Site Administrator Yes

| Centact STO | Report Large Deposit | My Profile | Help
o S a0 e v o b e o L i i

‘Aééhty Centr

o

al

Main Menu | ¢

User Detail
Please edit the information below.
(* required field)
user>*  [AcUser |
Password* i"""" Confirm Password* |
First Name* !Useri! Last Name* IACi‘

Phone Number| |

Email Address |

[P —— | Yes
Access* | User :|
Activer  [Yes v > | N
L Update User | [ Delete User ]

Check Audit Trail | Assign Account/locations | Assign Deposit Types

s
Agenc

3in Menu |

User Detall
Please edit the information below.
{* required field)
user>*  [AcUser |
Password* iiooooul Confirm Password* |
First Name* |User7! Last Name* IACi‘

Phone Numberl |

Email Address |

Access*

[ UpdateUserWI | Delete User ]

Check Audit Trail | Assign Account/Locations | Assign Deposit Types
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Section

AGENCY MAINTENANCE: AGENCY
MANAGER

Security clearance required:
= Site Administrator
= Supervisor

Purpose of Function:
The Agency Manager is crucial to the way information is displayed on the deposit entry forms. It
establishes critical information available to the personnel using this system. The Agency Manager
determines:
1. How the agency name appears on deposit slips
The location codes available to the entire agency and to each account
The default information on each location code’s For Agency Use (FAU) lines
The relationship between accounts and location codes
Which account-location combination appears on the deposit form first

R

There are 3 main sections to the Agency Manager:
1. Edit Agency Name
2. List of (Agency) Accounts
3. List of (Agency) Location Codes

Logoff | Contact STO | Report Large Deposit | My Profile | Help

% Deposits Forn Agency Central -

Edit Agency Name

|Agency Central | Save | Audit 1

List of Accounts 2 List of Location Codes 3
Click an account for Location Associations Create a Location

887 Delete a Location

987 Audit

Click location to madify name
ooo=

* Mandatory Location

Agency Name:

The agency name in the box determines how it appears on the deposit slips and reports. Please don’t
be too cryptic. SWRSTCR might be meaningful to you, but it’s difficult for the rest of us to
decipher.




| Contact STO | Report Large Deposit | My Profile | Help

""Agency Central

Edit Agency Name
|Agency Central |save | Audit

Location Codes — In General:

Each agency begins with one mandatory location. This first location is originally set as ‘000’ (3
zeros). It may be edited and changed, but it is a system requirement and CANNOT be deleted. It
has an asterisk next to it on the Agency Manager menu.

To change: click on ‘000’, make changes and click ‘Save’

| Contact STO | Report Large Deposit | My Profile | Help

"Agency Central

Edit Agency Name

|Agency Central | save | Audit

List of Accounts List of Location Codes
Click an account for Location Associations Create a Location

887 Delete a Location

987 Audit

k location to modify name

List of Location Codes List of Location Codes
Create a Location Create a Location
Delete a Location Delete a Location
Audit
= ocatiafrsg modify name
A :
* Mandatory Location * Mandatory Location
There is no limit to the number of locatj may create, but we recommend that you keep it

reasonable for better control. Each location can add another item to the drop down list on the
deposit entry form for users authorized to access multiple locations. Locations are assigned to each
user on an “as need” basis (see Section 10 on Agency Maintenance — User Manager).




| Contact STO | Report Large Deposit | My Profile | Help

LHESE i S e i
al

ke i e

"Agency Centr

CURRENCY ONLY $ [ oo
| — $ ‘—D:DEH
| |cHECKS % /—DDD|
| | TTEM CounT !—Di
|Bank accounT |EOW7:|§7"| TOTAL DEPOSIT | § T oo

@) BANKSTAMP (Default) . .
O courier O w1GHT DEPOSTT O mar
DATE DEPOSITED @Eﬁ_ﬁﬂ |
:SIGNATURE|ACUSEV |
[ Save/Print ] [ Save/No Print I [ Hold/Save I [ Resel]

Be creative in thinking of different location codes. While not required (except for the one that is
mandatory), they can help your staff identify the different sources of deposits. A location code does
NOT have to be for a location such as Sacramento or for a unit such as cashiering or trust. It can
also be for a type of revenue such as tuition or parking. You can even create reports for a specific
account and location code.

REMINDER: If you add a new location code to an established agency,
don't forget to assign the new location code to the authorized users (see
Section 10 on Agency Maintenance - User Manager).

Add a Location to ‘List of Location Codes’:

A location must appear on the ‘List of Location Codes’ before it can be linked to an agency account.
(See section on ‘Assign a location to an account number’.) This list contains all the location codes
for the agency. You do not need to use every location code with every account.

®»  (Click on ‘Create a Location’ in the List of Location Codes section

ff | Contact STO | Report Large Deposit | My Profile | Help

o e e T e L T e o

Agency Central

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Agency Manager
Edit Agency Name

!Agency Central ‘Save | Audit

List of Accounts List of Location Codes
Click an account for Location Associations Create a Location

887 Delete a Location

287 Audit

Click location to maodify name

0oo= ACK

=
=
(]

* Mandatory Location
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*  Hnter the new location code in the box that appears

Location rules:

O must be 1—3 alphanumeric characters

O no spaces or special characters allowed

O system automatically converts lowercase to UPPERCASE
L]

Either click on ‘Create’ button or hit entet’

Edit Agency Name

|Agency Central

List of Accounts

Click an account for Location Associations
887

987

Enter Code: [TV || Create | &

Delete a Location

Audit
Click location to madify name
ooo= AOK D

* Mandatory Location

it | My Profile | Help

(n]

= Ifyou click the red box with the white line in the middle El , it hides
* Ifyou click on the ‘Create button’ your new location is now listed:

the ‘Create box’.

List of Accounts

Click an account for Location Assacigtions

List of Location Codes
Create a Location

887 Delete a Location

957 Audit
Click location to modify name
000~ ADK

emdereefy Location

(]
T

Modify a Location name in ‘List of Location Codes’:

Click on an existing location in the ‘List of Location Codes’ section, change the name in the box that

appears then save.

List of Location Codes

List of Location Codes

Create a L ocation
Delete a L ocation
Audit
Click location to modify name

Qoo™
VL

* Mandatory Location

Create a | ocation
Delete a Location List of Location Codes
M ) Create a Location
Click location to modffy name Delete a Location List of Location Code
0og= Audit Create a Location
L Click location to modify name Delete a Location
* Mandatery Location oo = Audit
TVl Click location to maodify name
* Mandatory Location oga= =
VL
* Mandatory Location




Delete a Location from ‘List of Location Codes’:
=  (Click on ‘Delete a Location’ in the List of Location Codes section

®  Select a location from the drop-down menu
*  (Note that the mandatory location (000 in example below) is NOT available on the drop

down list since it cannot be deleted)
= (Click the ‘Delete’ button

Logoff | Contact STO | Report Large Deposit | My Profile | Help

Edit Agency Name

EAgencyCentra\ EM | Audit

List of Accounts List of Location Codes
Create a Location
Delete a Location

Click an account for Location Associations
887

087

ocation to modity name
0oo= A3B AOK

| My Prafile

Main Menu

Edit Agency Name

|Agency Central | save | Audit
List of Accounts List of Location Codes
Click an account for Location Associations Create a Location

887 Delete a Location

Qg7
= Select a Locationf| A3B +|| D

Logoff | Contact STO | Report Large Deposit | My Profile | Help

"Agency Central

Edit Agency Name

|Agency Cental | save | Audit

List of Accounts List of Location Codes

Click an account for Location Associations Create a Location

887 Delete a Location

Q87 )

e [ Select a Lacation: |BEE} v | Delete | & ]

Audit
Click location to modify name
0oo= A3B ACQK
—

* Ifyou click the red box with the white line in the middle @ , it hides the ‘Delete box’.




Location “A3B” is deleted.

Logofi_|
~TAgency ©

Contact STO | Report Large Deposit | My Profile | Help

S bl s ot

o, C
entral

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Agency Manager

Edit Agency Name

|Agency Central ‘ Save | Audit

List of Accounts List of Location Codes

Click an account for Location Associations Create a Location

887 Delete a Location

087 Audit
Click location to maodify name
ooo~ AOK CSH
VL

. * Mandatory Location ‘

NOTE: DELETING A LOCATION FROM HERE REMOVES IT FROM
THE LIST AND DELETES IT FROM ALL ACCOUNTS IN THE AGENCY.

Do not assign a location to more than one account if you don't ever plan to
use this ‘all inclusive delete’ feature.

Note: If you recreate alocation code after it has been deleted, remember
to add/reset the Start Number under Bank Manager.

Assign a Location to an Account Number:
=  (Click on an account number in the List of Accounts section then:

Click on ‘Associate a new location’ on the Account Maintenance screen
. Select a location from the drop down menu in the gray box that appears

3. Fillin ‘For Agency Use’ (FAU) lines (optional)

a.  When typed here, it will always appear on the deposit slips

b. All lines are editable when the deposit slip is keyed

4. Click ‘Save’

N —
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ff | Contact STO | Reportlarge Deposit | My Profile | Help
¥ T ey e Crrr

"Agency Central

Edit Agency Name
!Agency Central i Save | Audit

List of Location Codes

Create a Location

Delete a Location
Audit

ontact STO | Report Large Dep

Account Maintenance

Select a different Account: 287 | 987 |
Tommre
Associate a new location

on Associations

Click a location to show details

Agency Central

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Account Maintenance
Select a different Account: 887 | 287 |
Audit
Associate a new location
Account 887 Location Associations
Click a location to show details

000 Account B— =]
AOK Select a Loci h‘nn:iTL "‘

Foragencycke: NV

Line 1 IcsH | |

Line 2 |

Agency Central

Main Menu | 2

Select a different Account: 887 | 987 |
Audit
Associate a new location

Account 887 Location Associations

Click a location to show details
00 Account 887
AQ

=

Select a Locations| 1 VL ¥ |
For Agency Use:
Line 1 | Transit |

=
7=

Logoff | Contact STO | Report Large Deposit | My Profile | Help

STO | Report Large Deposit | My Prof




Each location code can be linked to more than one account. The same location can have different
“For Agency Use” (FAU) message lines when associated (linked) with different accounts.

Example: Account 887 is linked with Location “TVL’ and FAU #1 is “Transit’ at the same time that
Account 987 is linked with Location “T'VL’ and FAU #1 is ‘Mileage’

Account 887 with Location “T'VL”

- ki i
Main Menu | Agency Maintenance | Dep

it Maintenance | Deposit Entry

Account Maintenance
Select a different Account: 387 | 987 |
Audit
Associate a new location

l Account 887 Location Associations ]
i i ails

000 Account 887 /Location TVL  Audit ) =
S For Agency Use:
ped Line 1 |Traﬂsit
TvVL
Line 2
Line 3

Set as Agency Default

Set as Account Default

When creating a deposit slip under account ‘887’ and location “TVL’ is selected, “Transit’ will appear
in the first FAU line.

ACCOUNT / LOCATION |_§37_ w| [ TvL ~| | cURRENCY OnLY $ l 0.00|
FT;::;NCY i |com onwy $ | D_E}EH
[ CHECKS % /—DDD|
| |TTEM counT !—Di

BANK ACCOUNT |i TOTAL DEPOSIT | § oo
@) pANKSTAMP (Default)

QO courier O w1GHT DEPOSTT Qmar

DATE DEPOSITED @%312_

.SIGNATURE|ACUSEV |

[ Save/Print ] [ Save/No Print I [ Hold/Save I [ Resel]




Account 987 with Location “TVL.’

" | Contact STO | Report Large Depaosit | My Profile | Help
(ol i o i i 1 e s e

20 o

"Agency Central

Account Maintenance

Select a different Account: 887 | 287 |

Audit
l Account 987 Location Associations ]
Click a location to show details )
000 Account 987 /Location TVL  Audit =
S For Agency Use:
A0K Line 1 |Mi|eage
Tvi I
=0 I
Line 3 |

Set as Agency Default

Set as Account Default

When creating a deposit slip under account ‘987’ and location “TVL’ is selected, ‘Mileage’ will appear
in the first FAU line.

| Contact STO | Report Large Deposit | My Profile | Help

T e T e e i -

Agency Central

ACCOUNT / LOCATION |§377"| |l\£|-7:| | CURRENCY ONLY $ 0.00
|FOR AGENCY USE [ e ==
|CoIN ONLY 0.00
|M\Ieage $ ‘—-—-—J
| CHECKS | 0.00/
[ $ |
1
| |1TEM CDUNT! 0
|Bank accoun | (ESITEH v| |TOTAL DEPOSIT  |$ 0.00|
) BANKSTAMPE (Defzult)
O courier O niGHT DEPOSIT O marL

DATE DEPOSITED @23}2011 |

|s1ENATURE |ACUSEf |

[ Save/Print ][ Save/No Print ][ Hold/Save ][Resel]

Delete a Location from an Account Number:
= (Click on the account number in the List of Accounts section
= Select a location on the Account Maintenance screen
®  The details appear in a gray box
= (Click ‘Delete’ to delete this location from this account
®  Say ‘OK’ to the pop up message to delete
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| Contact STO | Report Large Deposit | My Profile | Help

|l

"Agency Central

Al

Main Menu | Ag

Edit Agency Name
EAgency Central

List of Accounts List of Location Codes

Click an account for Location Associations Create a Location

Delete a Location

Audit
Click location to madify name
oog= ADK CSH
VL

tact STO | Report Large Deposit | My Profile | Help
Lok i i e

Agency Central

Al s o

Account Maintenance

Select a different Account: 887 | 287 |
Audit
Associate a new location

Account 887 Location Associations
Click a location to show details

Account 887 /Location ADK  Audit =

I > For Agency Use:

Line 1

tnez | \

Line 3 ‘

5 T
1 ’1’&? | @EDF - Agency Manager - Accounts ‘ ‘

f | Contact STO | Report Large Deposit | My Profile |

il i o o o o e

" Agency Central

| Deposit Maintenance | Deposit Entry

Account Maintenance

Select a different Account: 887 | 287 |
Audit
Associate a new location
Account 887 Location As
Click a location to show details
[i]
(0]

(=]
=

=
=

-
<
=

Set as Agency Default

Set as Account Default
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Logoff | Contact STO | Report Large Deposit | My Profile | Help

AR i e o v i il o o]

Agency Central

Account Maintenance

Select a different Account: 237 | 987 |
Audit
< b
Associate a new location Loc AOI< 18

Account 887 Location Associations deleted

Click a location to show details

[8]
W

0

(=]

—
=

Modify an Existing For Agency Use (FAU) Line:
= (Click on the account number in the List of Accounts section
= Select a location on the Account Maintenance screen
* The FAU detail will appear in a gray box
*  Modify the FAU detail and click ‘Save’ to keep

| Contact STO | Report Large Deposit | My Profile | Help

A S

‘Agency Central

Agency Manager
Edit Agency Name

!Agency Central |Save | Audit
List of Accounts List of Location Codes
Click an account for Location Associations Create a Location

Delete a Location
Audit
Click location to modify name

000™ AOK
L

]
¥}
m

* Mandatory Location

ff | Contact STO | Reportlarge Deposit | My Profile | Help

e e o o e e e L e e

orM S—— Agency Central

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Account Maintenance

Select a different Account: 887 | 987 |
Audit
Associate a new location

Account 887 Location Associations
Click a location to show details

000
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Logoff | Contact STO | Report Large Deposit | My Profile | Help

Trer ey el e o e

"Agency Central

Select a different Account: 887 | 987 |
Audit
Associate a new location

Account 887 Location Associations
Click a location to show details

000 ? omdity =
For Agency Use:

AOK Line 1 |Parking \

CSH

oy tnez | ) \
Line 3 \

|

Set as Agency Default

Set as Account Default

Logoff | Contact STO | Report Large Deposit | My Profile | Help

rreT ey G A R ) b A

M genty Centran

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Account Maintenance
Select a different Account: 387 | 287 |
Audit
Associate a new location
Account 887 Location Associations Changed to
Click a location to show details

ooo
For Agency Use:
AOK Line 1 |Ca\ Card ‘
CSH
L Line 2 | ‘
Line 3 |

|

Set as Agency Default

Set as Account Default

Note: FAU lines come in very handy and may serve as a reminder for repetitive information.
The person keying the deposit can type additional information on FAU line 2 since FAU line
1 already contains a description.
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Agency Default vs. Account Default:

The Agency Default is the account and location combination that always appears first on the deposit
entry form for the entire agency. An Account Default is a location that appears first if a specific
account is selected. An Agency Default takes precedence over an Account Default.

The difference between Agency Default and Account Default is only an issue if you have multiple
accounts in your agency. If your agency has only one account, they both react the same way.

NOTE: Defaults only affect users who have access to the Account/Location combination
designated for either default and is only noticeable if the user has access to more than one
Account/Location combination (see Agency Maintenance — User Manager).

Set Agency Default (for multiple accounts):

To Set the Agency Default:

Click on the account number in the List of Accounts section
= Select a location on the Account Maintenance screen

®  The details will appear in a gray box

®  Click on ‘Set as Agency Default’

| Contact STO | Report Large Deposit | My Profile | Help
Agency Central =

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Agency Manager

Edit Agency Name

|Agency Central | save | Audit

List of Accounts List of Location Codes
Click ah account for Location Associations Create a Location

887 Delete a Location

987 Audit

Click location to modify name

ff | Contact STO | Report Large Deposit | My Pr

- A:ge-hcy Centra

Select a different Account: 837 | 987 |
Audit
Associate a new location

Account 887 Location Associations
. Bcation to show details

Account 887 Location AOK  Audit -]
For Agency Uss:

Line 1

[ —
Line 2

Line 2

e

Set as Agency Default
e 2 PR VAT
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it | Contact STO | Report Large Deposit | I

Lok i o A i e

Agency Central

Select a different Account: 337 | 987 |
Audit
Associate a new location

Account 887 Location Associations

Click a locatiol to show details

Agency Default:
Account: 887
Location: AOK

2 Agency Default

Account 887/Location AOK will appear first on the deposit entry forms for everyone in the agency
that has access to this combination (see Agency Maintenance — Agency Manager).

| Contact STO | Report Large Deposit | My Profile | Help
o o 1k i e o o ) o e

gency Central

{ode o e o e )

A

ACCOUNT / LOCATION |_§5_7_"| lﬂK_li CURRENCY ONLY $ \—DDDI
FOR AGENCY USE . o
| |com onuy $ |7D,DQ|
| |onecrs $[ oo
‘ | |TTEM COUNT! Di

|BanK accoUNT |

TOTAL DEPOSIT  $ 0.00

) BANKSTAMP [Default)
Q) courier O w1GHT DEPOSTT O marL

DATE DEPOSITED @%5}2011 |

SIGNATURE |ACUser |

[ Save/Print ][ Save/MNo Print ][ Hold/Save ][Reset]
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Set Account Default (single or multiple accounts):
Setting a location as the Account Default means that this location code will appear first whenever the
account is selected from the drop down menu on the deposit entry form.

=  (lick on the account number in the List of Accounts section
= Select a location on the Account Maintenance screen

®  The details will appear in a gray box

= (Click on ‘Set as Account Default’

Edit Agency Name

!AgencyCemral iSave | Audit

List of Accounts List of Location Codes
account for Location Associations Create a Location
Delete a Location
Audit
Click location to modify name

000*=

STO | Report Large Deposit | My Profile | Help

i e o o o i i T

5 e s B S A
Agency Central
Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Account Maintenance
Select a different Account: 887 | 287 |
Audit
Associate a new location
Account 987 Location Associations
Click a location to show details

000 Account 987 /Location CSH  Audit =
e For Agency Use:

;_; [ > Line 1 | ‘

R Line 2 | ‘
G \

.

Set as Account Default

Logoff | Contact STO | Report Large Deposit | My Profile | Help

"Agency Central

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Account Maintenance
Select a different Account: 887 | 987 |
Audit
Associate a new location

Account 987 Location Associations Account Default:
@ to show details ACCOlll'lt: 987

Location: CSH

Acceunt Default
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Location “CSH” will appear first on the deposit entry forms if Account 987 is selected.

| Contact STO | Report La

|CURRENCY ONLY

T |com onuy % | 0.00]
‘ CHECKS $| 0.00|

|ITEM COUNT |

| Contact STO | Report La|

i e vl 4

~ "Agency Central

ACCOUNT / LOCRTION |E| iES_T_i: |CURRENCY ONLY $ I 0. DD..
"FOR AGENCY US e —_— $ |—D:D§|
‘ |cHECKS % ’—DDD|
‘ |ITEM COUNT !j!

|BANK AccoUNT \ﬂ |TOTAL DEPOSIT | § [ oo

Changing the Account Default:
To change an Account Default, first remove the existing Account Default then follow the
instructions for ‘Set Account Default’.

| Contact STO | Report Large De

B e sl il L

" Agency Central

Account Maintenance
Select a different Account: 337 | 937 |
Audit
Associate a new location

Account 887 Location Associations
Click a location to show details

000 Account 887 /Location CSH  Audit =
A For Agency Use:

Lins 1 Cal Card
> Lins 2
Line 3

Save Delete

| Remove as Account Default

Remember: If an account has both an Agency Default and an Account Default, the Agency
Default always takes precedence.

* Zccount Default

Changing the Agency Default:

Changing the Agency Default is very simple. Just follow the instructions for ‘Set Agency Default (for
multiple accounts)’ and the new account/location code you select becomes the new Agency Default.
This automatically changes the old Agency Default to an Account Default. If you do not want the
old Agency Default to become an Account Default, you must also follow the instructions for
‘Removing an Account Default’.
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= (lick on the account number in the List of Accounts section
= Select a location on the Account Maintenance screen

®  The details will appear in a gray box

*  Click on ‘Set as Agency Default’

Example: change Agency Default from ‘887 AOK’ to ‘887 TVL’

S e o o

""Agency Central

Account Maintenance
Select a different Account: 887 | 987 |
Audit
Associate a new location
Account 887 Location Associations
Click a location to show details

Agency Default was |
AOK |

| Contact STO | Report Large Deposit | My Prof

T R T

" Agency Central

Select a different Account: 887 | 987 |
Audit
Associate a new location

Account 887 Location Associations
Click a location to show details

000 Account 887 /Location TVL  Audit =
For Agency Use:

AOK 2 Line 1 |Transwl |

g — | |

= Default Line 3 | |

Set as Agency Default

i o o i it g

IAgETl‘IC\/ teﬁ;cra:r' .

Account Maintenance
Select a different Account: 887 | 987 |
Audit
Associate a new location
Account 887 Location Associations

to show details

New Agency Default
is TYL

Agency Default
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Removing an Agency Default:

Removing an Agency Default without assigning a new one is a 2 step process. Removing an Agency

Default turns it into the Account Default. If you don’t want it as the Account default, follow the
instructions for ‘Deleting an Account Default’.

Step 1: Remove the Agency Default designation

Select an account in List of Accounts

Select a location on the Account Maintenance screen

Click on ‘Remove as Agency Default’ under the gray FAU box that appears

| Contact STO | Report Large Deposit | My Profile | H

Agency Central

Edit Agency Name
EAgency Central |

List of Accounts

List of Location Codes
Create a L ocation

| Contact STO | Report Large Deposit | My Profile

Agency Central |

Account Maintenance

Select a different Account: 887 | 987 |
Audit
Associate a new location

Account 887 Location Associations
Click a location to show details

000 Account 887 /Location TVL  Audit =
For Agency Use:
o Line 1 |Tramsn |
———— unez | |
2 Agency Default Line 3 | |

Remove as Agency Default

STO | Repod

Agency Central

Main Menu | Agency Maintenance | De it Maintenance | Deposit Entry

Account Maintenance
Select a different Account: 887 | 987 |
Audit

Associate a new location

Account 887 Location Associations
Click a location to show details

=]

0

S

It changed to the Account Default. To
remove this follow the instructions for
“Removing an Account Default”

=
(=]
=

1

]
=

v

t Account Default

Step 2: Remove the Account Default designation (optional)
Follow the instructions for ‘Removing an Account Default’
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Removing an Account Default:
To remove an existing Account Default:

= Select an account in List of Accounts
= Select a location on the Account Maintenance screen
n

Click on ‘Remove as Account Default’ under the gray FAU box that appears

Edit Agency Name

EAgency Central iSave | Audit

List of Accounts List of Location Codes
Click™3n account for Location Associations Create a Location

887

Delete a Location
Audit

Account Maintenance

Select a different Account: 287 | 287 |
Audit
Associate a new location

Account 887 Location Associations
Click a location to show details

00 Account 837 /Location TVL  Audit
For Agency Use:
ADK

Line 1 ‘Tramsn. |

; tnez |

: ' —— B
t Account Defaule Line 3 \ |

[Seve] [Dae ]

B

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Account Maintenance
Select a different Account: 887 | 987 |
Audit

Associate a new location
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Section

AGENCY MAINTENANCE: BANK
MANAGER

Security clearance required:
= Supervisor
= Site Administrator

Purpose of Function:

This function lists the depository banks that ate available for use on the deposit entry forms. All the
main CTS banks will be made available to every agency. (However, the Pre-Sort and Misc-Sort banks
will only be available to the Pre-Sort agencies.) By activating or deactivating the banks on the list,
each agency can control the bank deposit slips available to their personnel.

PLEASE NOTIFY STO IF YOU ARE PLANNING TO USE A DEPOSITORY BANK
YOU DON’T NORMALLY USE.

The details for each bank (bank account number, address, etc.) are established by STO
Administrators and cannot be modified at the agency level.

The Bank Manager also allows each agency to establish the beginning deposit number based upon
individual accounts in each bank.

p o Logoff | Contact STO | Report Large Deposit | My Profile | Help
hDeposits Form . . Agency Central , '

[ -
Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Welcome, STO AC.
You are logged in to the EDF system with Site Administrator privileges.

Agency Maintenance
User Manager
AQENCy Mallay
Deposit Maintenance
Deposits Manager
Download Deposit Data
Create a Report
View/Reprint a Deposit
Deposit Entry
Deposit
Pre-Sort
Misc-Sort
Imaged Cash letter
Remote Deposits
Adj./Wires/Misc
Supplemental Adj.
Wires/Misc

H sycrem mzs=age (1ast message posted 2/24/2011)
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Activating/Deactivating Available Banks:

The ‘Change Account Status’ column tells you if the bank is active or not
= Make Inactive means the bank is currently active, click to make it inactive
*  Make Active means the bank is currently inactive, click to make active

Logoff | Contact STO | Report Large Deposit | My Profile | Help

'Deposits Form . i Agency Central

nu | Agency Maintenance | Deposit Maintenance | Deposit Entry

. - i
Main Me

Bank Manager

Audit

Bank Short Name Account Number Change Account Status Start Number
Regular
BOW-12 032002600 Make Inactive Edit
Pre-Sort
CITI (PS)-05 202163614 Make Inactive Edit
Misc-Sort
BOFA (MS)-03 14999D27144 Make [nactive Edit
Imaged Cash Letter
None
Remote Deposits
US BANK (R)-11 153400981954 Make [nactive Edit

Banks that are inactive will not be available on the deposit entry forms used to key data.

Deposit Numbers Background:

Every deposit slip number on this system has 10 digits. The first 4 numbers are predetermined and
cannot be changed. Each agency can determine the starting number of the last 6 digits on a bank’s
deposit slip or accept the default of ‘©000001” (shown as ‘17).

Deposit number — 10-digit breakdown:
= 1st: ‘D Regular, PreSort & MiscSort, 2’ Remote Site Deposit, ‘3’ Imaged Cash
Letter
= 2nd—4th: agency account number
= 5t%h—10%: agency determined; the default is 000001
(if it reaches 999999, the next number will be 000000)

Deposit Numbers - Bank/Account vs Bank/Account/Location:
The Bank Manager also allows each agency to establish the beginning deposit number based upon
individual accounts in each bank. You have 2 options to base your deposits numbering system on:

* Bank and agency account

®  Bank, agency account and location code
For example, if the bank/agency account option is used, all deposits keyed for account 555 in Wizard
City Bank will be sequential even if there were 5 different ‘location codes’ used. If the flag were reset
to be based on bank/account/location, all account 555 deposits keyed to Wizard City Bank would be
sequential only if they were for the same location code in the same bank.

The default option is based on the bank and agency account number(s). You must notify

STO if you want to establish start numbers based on the bank, account and location We
have to set a special flag that will allow you to do this. (See appendices A — D for detailed
examples on the difference.)
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Set the Starting Deposit Number for Each Bank:

You can enter a start number for an active or inactive bank. If the bank is inactive, the program
reminds you the bank is inactive, click ‘OK” and it will accept your input. This information will not
be used until the bank is made active.

Microsoft Internet Explorer __ X|

@ The bank you selected is inactive. Do you wish to continue?

Cancel

You can be creative in determining the start number, but remember, this number will always
increment by 1. For instance, if you are positive that you never make more than 9,999 deposits each
year, you can use the 5% and 6% digits to display the STO assigned bank number and set the last digit
to ‘1”. Hence, the first BofA (STO # = ‘02”) deposit number for an agency with account #555
might be:

155502 0001 = 1555020001

In order for the 5% and 6™ places (02) in this number to remain significant, the numbers would have
to be monitored and reset regularly (after all, the number after 1555029999 is 1555030000)

*  On the Bank Manager screen click ‘Edit’ in the ‘Start Number column for a specific bank

* Click on ‘Add a New Start Number’

®  Select the account from the dropdown

*  Type in the number you want the deposits to begin with (up to 6 digits)
(this represents the last 6 digits of the deposit number. Even though it may show as less than
6 digits, it will zero fill on the deposit slip)

*  Click on ‘Add’

= e Logoff | Contact STO | Report Large Deposit | My Profile | Help
Deposits Fomm — ~ "Agency Central

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Bank Manager

Audit

Bank Short Name Account Number Change Account Status Start Number
Regular
BOW-12 032002600 Mﬂ(e Inactive Edit
Pre-Sort
CITI (PS)-03 202163614 Make Inactive Edit
MisT-Sort
BOFA (MS)-03 14999027144 Make Inactive Edit
Imaged Cash Letter
None
Remote Deposits
US BANK (R)-11 153400981954 Make Inactive Edit
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TO | Report Large Deposit | My Profile | Help
i 5 y

i o glenlcyt‘e]:]tralf A o "

L e

A

Start Numbers

Audit

CITIBANK NA, 05, Account Number: 202163614
Add a New Start Number

TO | Report Large Deposit | My Profile | Help
e o o o e et e i

o i e e i

' 'Ag;eh:cy Central

Start Numbers

Audit

CITIBANK NA, 05, Account Number: 202163614
Add a New Start Number

[
Accoune:| 887 ¥ =
Start Nu ‘

g I

ada][ Foter]

| Contact STO | Report Large Deposit | My Profile | Help
™IT ]

ke e il o o s i

"Agency Central

Maintenance | Deposit Entry

Start Numbers
Audit
CITIBANK NA, D5, Account Number: 202163614
Add a New Start Number

[an- . .
. 1,@%__‘ = the first deposit number for this
[ca][ Fecc D bank will be 100

Remember: The default is ‘000001 (shown as 1°).
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Modifying a Start Number:
* In Bank Manager menu click on ‘Edit’ on a specific bank line
= Select the account on the ‘Start Numbers’ screen
®  Type in the number you want the deposits to begin with
*  C(Click on ‘Update’

Logoff | Contact STO | Report Large Deposit | My Profile | Help

o 'Ag;enCY'Cer"\;cﬁa'.f

Bank Manager
Audit
ot Name Account h Change Account Statuc Start h,
Regular
BOW-12 032002600 Make [nactive Edit
Pre-Sort
CITI (PS)-05 202163614 Make [nactive Edit
Misc-Sort
BOFA (MS)-03 14999D27144 Make Inactive Edit
Imaged Cash Letter
None
Remote Deposits
US BANK (R)-11 153400981954 Make [nactive Edit

"agency Central

Start Numbers

Audit

BANK OF THE WEST, 12, Account Number: 032002600
Add a New Start Number
Click an Account below to edit/delete start number.

Account Start Number
887 i
987 22

| Contact STO | Report Large Deposit | My Profile | Help

"Agency Central

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Start Numbers

Audit
BANK OF THE WEST, 12, Account Number: 032002600
Add a New Start Number
Click an Account below to edit/delete start number.
chount ‘_\ftart Number

e | s = Note: The last number used is

e also visible on this screen.

7 22

o

|‘
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Section

DEPOSIT MAINTENANCE: DEPOSIT
ENTRY

Security clearance required:
e User
e Supervisor
e Site Administrator

Purpose of Function:

The main purpose of the Deposit Entry Screens function is to input the information necessary to
complete a Report of Deposit (ROD) form. The ROD form prints on special paper with MICR
toner that enables the encoded line to be tead by the bank’s reader/sorter equipment. The ROD
form prints on perforated paper stock in 3 sections - original bank copy, duplicate bank copy (or
extra agency copy when the bank only requires the original) and an agency copy.

Please Note: The copy to the State Treasurer’s Office has been eliminated since
the information for each deposit will be transmitted electronically on a daily basis.

Deposit (Regular) Entry:

To access the Deposit Entry Screen click on the Deposit button as shown below.

o Logeff | Contact STO | Report La_ra Deposit | My Profile | Help
Deposits Form DEVELOPMENT - Test Agency

e | Deposit Maintenance | Deposit Entry

Welcome, State Waorker.
You are logged in to the EDF system with Site Administrator privileges.

Agency Maintenance
User Manager
Agency Manager
Bank Manager

Deposit Maintenance
Deposits Manager
Download Deposit Data

Create a Report
View/Reprint a Deposit

There are currently no system messages,

Deposit Entry
Deposit
Pre-Sort

Misc-Sort

Imaged Cash Letter

Remote Deposits

Adj./Wires/Misc
Supplemental Adj.
Wires/Misc
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The following screen will appear:

S Logeff | Contact STO | Report Large Deposit | My Profile | Help
) Deposits Forn DEVELOPMENT - Test Agency

| Deposit Maintenance | Deposit Entry

account / LocaTion | 240 =] [oo0 =] CURRENCY ONLY % I—Ucc
IFCR AGENCY USE T— s I—DDD
| CHECKS $ liuuu
I ITEM COUNT I—D

BANK ACCOUNT TOTAL DEPOSIT |$ 000
& BANKSTAMP [Default)

€ courIEr ' NIGHT DEPOSIT 0 maLL

DATE DEFOSITED IW

SIGNATURE ITESt789

Save/Print I Save/MNo Print Hold/Save | Resell

Session defaults:
=  Account
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Location
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Bank Account
(selected as active ot inactive under Site Admin/Supetvisor Function/Agency
Maintenance/Bank Managet)
= Signature
(established under Site Admin/Agency Maintenance/User Manager/UserID)

To change the Account, Location or Bank just click on the drop-down menu arrow to the right of
each field and click on the desired data. Please keep in mind that this data is linked together when
set-up under the Agency Maintenance function. These items cannot be over-typed, just selected.

The remaining deposit fields are indexed, which means that when you finish entering data into a
field and hit the tab key, the cursor will go to the next field where data may be entered. You are
not required to enter data in all the fields. Please note below which fields are required. You may
skip fields by continuing to hit the tab key until you have reached the desired field. The order and
requirements for each field are as stated:
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1. First line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function
during setup. This line of data is editable by the user when over-typed. The field
contains up to 28 characters of data depending on how many uppercase characters
are entered. This data will remain constant until changed by the user (changes made
to the FAU lines on the deposit entry forms are kept as long as the account or
location is not changed). This is an optional field.

2. Second line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function
during setup. This line of data is editable by the user when over-typed. The field
contains up to 28 characters of data depending on how many uppercase characters
are entered. This data will remain constant until changed by the user (changes made
to the FAU lines on the deposit entry forms are kept as long as the account or
location is not changed). This is an optional field.

3. 'Third line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function
during setup. This line of data is editable by the user when over-typed. The field
contains up to 28 characters of data depending on how many uppercase characters
are entered. This data will remain constant until changed by the user (changes made
to the FAU lines on the deposit entry forms are kept as long as the account or
location is not changed). This is an optional field.

4. Bankstamp - Courier — Night Deposit — Mail — This is a set of mutually exclusive
check boxes. Boxes can be selected by using the arrow keys or by pointing and
selecting with your mouse. The default for regular deposit forms is Bankstamp. This
data will remain constant until changed by the user. This is a required field.

5. Date Deposited — This field has a default of the current system date. The date is
editable by the user. The date can be post-dated up to 10 working days. Date remains
constant until changed by the user. Enter date as MM/DD/YYYY. THIS DATE
MUST BE THE SAME AS THE ACTUAL DEPOSITED BANK DATE.
This is a required field.

6. Signature — This field may have default data automatically filled in from the
information entered in the Agency Manager function during setup. This field should
contain the initials or name of the person entering the deposit information. A
maximum of 21 characters may be entered into this field. This field may be over-
typed. This is an optional field.

7. Currency Only — This field is for whole dollar amounts only and will not accept cents.
Dollar Sign and commas are not allowed. The maximum amount for this field is
$99,999,999.00. This is an optional field.

8. Coin Only — This field is for coin amounts only. Dollar Sign and commas are not
allowed. The maximum amount for this field is $99,999,999.99. You must enter a
decimal when keying “cents.” This is an optional field.
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9. Checks — This field is for entering the total deposit check amount. Dollar Sign and
commas are not allowed. The maximum amount for this field is $999,999,999.99. 1f
this field is left blank, you cannot access the next field, which contains the check
count. You must enter a decimal when keying “cents.” This is an optional field.

10. Check Item Count — This field is to be keyed with whole numbers only and will not
accept decimals. Dollar Sign and commas are not allowed. This field should contain
the total number of checks included in the deposit. The maximum count for this
field is 50,000 items. This field cannot be accessed if the check amount field is left
blank. This is an optional field.

11. Total Deposit — This field is the total amount of the deposit (i.e., inclusive of
currency, coin, and checks). Dollar Sign and commas are not allowed. The maximum
amount for this field is $999,999,999.99. You must enter a decimal when keying
“cents.” This is a required field and must be in agreement with any detailed
amounts entered.

Once the Total Deposit is entered and saved, the system will total the amounts in the Currency Only,
Coin Only, and the Check fields to compare against the Total Deposit Amount entered by the user.
If they do not match, an error message is displayed (see below) and the cursor returns to the Total
Deposit field. You may position the cursor wherever necessary to correct the problem.

Logoff | Contact STC | My Profile | Help

b Deposits Fouw

Main Menu | A&

Emerald City Maintenance

|ACCOLINT.|" LOCATION|555 vI |EM "I

Microsoft Internet Explorer X|

& The Deposit Total (565.00) does not match the amounts entered (656.00).

BRMrS THNTF LT SOy

" COURIER ' NIGHT DEPOSIT  maIL| |ITEM COLINTl 0

DATE DEPOSITED |?.-’2?.-’EUU4
TOTAL DEPOSIT |G | 565,00

SIGMATURE ICLSiTE
{ Save/Print SavefMo Print Hold{Save | Reset |
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After the user verifies all the information entered in the Electronic Deposits Form, they may click on
one of the following four options:

Logoff | Contact STO | My Profile | Help

Emerald City Maintenance

1t Entry = Deposit

ACCOUNT / LOCATION|555 'l |EN'| vl ! T

CURREMCY COMLY
FOR AGEMCY USE

|Auntie Foad
I COIN ONLY $ 000

BANK ACCOUNT | CB&T-07 '| GHECKS $ 0.o0

¥ BANKSTAMP (Default)
" CoURIER " NIGHT DEPOSIT  pmarL | [rTem COLINTl 0

DATE DEPOSITED |?f2?a’2004
TOTAL DEPOSIT |6 | B56.00

SIGMNATURE ICLSHE

- { Save/Print SavefMNo Print Hold{Save | Reset |

1) Save/Print: This option, when selected, will save the deposit information to the database,
assign the deposit a transmit status “I” (unless it is post-dated) and will take you to a
preview copy of the deposit form where you may choose to print the form or return to the
deposit entry form without printing. The form does not print automatically when this
function is selected. The first time you choose this function during a session, you will
receive the following message:

Microsoft Internet Explorer X|

& Please make sure you have MICR toner inserted in your printer.
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If you are keying a large dollar deposit, late in the afternoon, you will receive this
reminder:

Microsoft Internet Explorer x|

1t is after 1:30 PM and this is a large deposit. Please call the Treasuret's Office bo report
this deposit if you have not already done so.
phone: (916) 653-2917

2) Save/No Print: This option, when selected, will save the deposit information to the
database and will assign the deposit a transmit status “I” (unless it is post-dated). However,
it will not print the form.

3) Hold/Save: This option, when selected, will save the deposit information to the database,
will assign it a status of “H” for hold, which will not allow the deposit to be transferred until
the status has been updated by a supervisor or site administrator in the Deposits Manager
function.

4) Reset: This option, when selected, will clear the current deposit information, allowing the

user to re-key the deposit. It does not save the deposit information to the database.

Please Note: This will be the report of deposit (ROD) form used by the majority
of state agencies.
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Pre-Sort Deposit Entry:

Security clearance required:
= User
=  Supervisor
= Site Administrator

Purpose of Function:

The main purpose of the Pre-Sort Deposit Entry Screen function is to input the information
necessary to complete a Pre-Sort Report of Deposit (ROD) form. The ROD form prints on special
paper with MICR toner that enables the encoded line to be read by the bank’s reader/sorter
equipment. The ROD form prints on perforated paper stock in 3 sections - original bank copy,
duplicate bank copy (or extra agency copy when the bank only requires the original) and an agency

copy.

Please Note: The copy to the State Treasurer’s Office has been eliminated since
the information for each deposit will be transmitted electronically on a daily basis.

To access the Pre-Sort Deposit Entry Screen click on the Pre-Sort button as shown below.

— Logoff | Contact STO | Report Large Deposit | My Profile | H_EIQ
Deposits Form DEVELOPMENT - Test Agency

nance | Deposit Maintenance | Deposit Entry

Main Menu | Agency Ma

Welcome, State Worker.

You are logged in to the EDF system with Site Administrator privileges.

Agency Maintenance Thars zre currently no systzm messages,
User Manager
Agency Manager
Bank Manager

Deposit Maintenance
Deposits Manager
Download Deposit Data

Create a Report
View/Reprint a Deposit

Deposit Entry

Deposit

Pre-Sort

Misc-Sort

Imaged Cash Letter

Remote Deposits

Adj./Wires/Misc
Supplemental Adj.
Wires / Misc
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The following screen will appear:

— Logoff | Contact STO | My Profile | Help
DGPDSitS Form Emerald City Maintenance

.

Main Menu | Agency Maintenance | Depo

sit Maintenance | Deposit Entry

ACCOUNT / LOCATION |333 'I |WOZ 'l
IFOR AGENCY USE Pre-sort
|

I CHECKS 4 000
BaNE ACCOUNT |IEma sl
 pANKSTAMP (Defaul

e ITEM coule 0
¥ COURIER " NIGHT DEPOSIT  maIL
DATE DEPOSITED |?.'"2?.'"2094

: TOTAL DEPOSIT |§ 0.on
s1anaTURE |CLsite

Sanve/Frint I Sawe/MNo Frint Hold/Sawe | Resetl

Session defaults:
=  Account
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Location
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
= Bank Account
(selected as active or inactive under Site Admin/Supervisor Function/Agency
Maintenance/Bank Manager)
» Signature
(established under Site Admin/Agency Maintenance/User Manager/UserID)

To change the Account, Location or Bank just click on the drop-down menu arrow to the right of
cach field and click on the desired data. Please keep in mind that this data is linked together when
set-up under the Agency Maintenance function. These items cannot be over-typed, just selected.

The remaining deposit fields are indexed, which means that when you finish entering data into a field
and hit the tab key, the cursor will go to the next field where data may be entered. You are not
required to enter data in all the fields. Please note below which fields are required. You may skip
tields by continuing to hit the tab key until you have reached the desired field. The order and
requirements for each field are as stated:

1. First line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit

entry forms are kept as long as the account or location is not changed). This is an optional
field.
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2. Second line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

3. Third line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

4. Bankstamp - Courier — Night Deposit — Mail — This is a set of mutually exclusive check
boxes. Boxes can be selected by using the arrow keys or by pointing and selecting with your
mouse. The default for Pre-Sort deposits is Courier. This data will remain constant until
changed by the user. This is a required field.

5. Date Deposited — This field has a default of the current system date. The date is editable by
the user. The date can be post-dated up to 10 working days. Date remains constant until
changed by the user. Enter date as MM/DD/YYYY. THIS DATE MUST BE THE
SAME AS THE ACTUAL DEPOSITED BANK DATE. This is a required field.

6. Signature — This field may have default data automatically filled in from the information
entered in the Agency Manager function duting setup. This field should contain the initials or
name of the person entering the deposit information. A maximum of 21 characters may be
entetred into this field. This field may be over-typed. This is an optional field.

7. Checks — This field is for entering the total deposit check amount. Dollar Sign and commas
are not allowed. The maximum amount for this field is $999,999,999.99. If this field is left
blank, you cannot access the next field, which contains the check count. You must enter a
decimal when keying “cents.” For Pre-Sort deposits, this is a required field.

8. Check Item Count — This field is to be keyed with whole numbers only and will not accept
decimals. Dollar Sign and commas are not allowed. This field should contain the total
number of checks included in the deposit. The maximum count for this field is 50,000 items.
This field cannot be accessed if the check amount field is left blank. For Pre-Sort deposits,
this is a required field.

9. Total Deposit — This field is the total amount of the deposit, which should match the check
amount. Dollar Sign and commas are not allowed. The maximum amount for this field is
$999,999,999.99. You must enter a decimal when keying “cents.” ‘This is a required field
and must be in agreement with any detailed amounts entered.

Once the Total Deposit is entered and saved, the system will compare the amount in the Check field
to the Total Deposit Amount entered by the user. If they do not match, an error message is
displayed (see below) and the cursor returns to the Total Deposit field. You may position the cursor
wherever necessary to correct the problem.
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Logoff | Contact STO | My Profile | Help

Emerald City Maintenance

I CHECKS $ 456.00

Bank accounT |BOFA (PSHIT =]

 BANKSTAMP (Default)
ITEM COUNT 1
&+ COURIER " NIGHT DEPOSIT  marL

DATE DEPOSITED |?f2?a’2004

SIGMNATURE ICLSitE

TOTAL DEPOSIT  |§ | 123.00

{ Save/Print SavefMNo Print Hold{Save | Reset |

After the user verifies all the information entered in the Pre-Sort Electronic Deposits Form, they
may click on one of the following four options:

Logoff | Contact STO | My Profile | Help

) DepOSiFRM Emerald City Maintenance

Main Menu | A aintenance | Deposit Maintenance | Deposit Entry

ACCOUNT { LOCATION |333 'i |WOZ 'I
IFOR AGEMCY USE Pre-sort

I CHECKS $ I 456.00
BANK ACCOLUNT | BOFA (P2)-01 'I

7 BANKSTAME (Default)
A P & ITEM COUNT 1
¥ COURIER NIGHT DEPOSIT MAIL

DATE DEPOSITED |?|"I2?r"20|:|4

stqueTURE |Clsite

TOTAL DEPOSIT |4 | 456.00

Sawve/Mo Print Hold/Sawve | Resetl

1) Save/Print: This option, when selected, will save the deposit information to the database,
assign the deposit a transmit status “I”” (unless it is post-dated) and will take you to a
preview copy of the deposit form where you may choose to print the form or return to the
deposit entry form without printing. The form does not print automatically when this
function is selected. The first time you choose this function during a session, you will
receive the following message:
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Microsoft Internet Explorer x|

& Please make sure you have MICR toner inserted in wour printer,

If you are keying a large dollar deposit, late in the afternoon, you will receive this
reminder:

Microsoft Internet Explorer x|

Itis after 1:30 PM and this is a large deposit, Please call the Treasurer's Cffice to report
this deposit if you have not already done so.
phone: (916) 653-2917

2) Save/No Print: This option, when selected, will save the deposit information to the
database and will assign the deposit a transmit status ““I” (unless it is post-dated). However,
it will not print the form.

3) Hold/Save: This option, when selected, will save the deposit information to the database,
will assign it a status of “H” for hold which will not allow the deposit to be transferred until
the status has been updated by a supervisor or site administrator in the Deposits Manager
function.

4) Reset: This option, when selected, will clear the current deposit information, allowing the
user to re-key the deposit. It does not save the deposit information to the database.

Please Note: Only state agencies that pre-sort their checks can access and utilize
this report of deposit form.
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Misc-Sort Deposit Entry:

Security clearance required:
= User
=  Supervisor
= Site Administrator

Purpose of Function:

The main purpose of the Misc-Sort Deposit Entry Screen function is to input the information
necessary to complete a Misc-Sort Report of Deposit (ROD) form. The ROD form prints on special
paper with MICR toner that enables the encoded line to be read by the bank’s reader/sorter
equipment. The ROD form prints on perforated paper stock in 3 sections - original bank copy,
duplicate bank copy (or extra agency copy when the bank only requires the original) and an agency

copy.

Please Note: The copy to the State Treasurer’s Office has been eliminated since
the information for each deposit will be transmitted electronically on a daily basis.

To access the Misc-Sort Deposit Entry Screen click on the Misc-Sort button as shown below.

S Logeff | Contact STO | Report Large Deposit | My Profile | Help
Deposits Form DEVELOPMENT - Test Agency

e | Deposit Maintenance | Deposit Entry

Welcome, State Waorker.
You are logged in to the EDF system with Site Administrator privileges.

Agency Maintenance
User Manager
Agency Manager
Bank Manager

Deposit Maintenance
Deposits Manager
Download Deposit Data

Create a Report
View/Reprint a Deposit

There are currently no system messages,

Deposit Entry

Deposit
Pre-Sort
Misc-Sort

Imaged Cash Letter

Remote Deposits

Adj./Wires/Misc
Supplemental Adj.
Wires/Misc
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The following screen will appear:

T —— Logoff | Contact STO | My Profile | Help
| Deposits Forn Emerald City Maintenance

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

ACCOUNT ¢ LOCATION|333 'l |WOZ vl
IFOR AGEMCY USE M isc_so rt

I CHECKS 4 | 0.00

pank accounT [EBlEaiEREE v
” BANKSTAMP [Default)

ITEM COUNT 0
¥ COURIER " NIGHT DEPOSIT  malL

DATE DEPOSITED |?f2?.-’2904
- TOTAL DEPOSIT |§ | 0.00
s1anaTURE |CLsite

Sawe/Frint I Save/Mo Print Hold/Sawe | Resetl

Session defaults:
=  Account
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Location
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
= Bank Account
(selected as active or inactive under Site Admin/Supervisor Function/Agency
Maintenance/Bank Manager)
» Signature
(established under Site Admin/Agency Maintenance/User Manager/UserID)

To change the Account, Location or Bank just click on the drop-down menu arrow to the right of
cach field and click on the desired data. Please keep in mind that this data is linked together when
set-up under the Agency Maintenance function. These items cannot be over-typed, just selected.

The remaining deposit fields are indexed, which means that when you finish entering data into a field
and hit the tab key, the cursor will go to the next field where data may be entered. You are not
required to enter data in all the fields. Please note below which fields are required. You may skip
tields by continuing to hit the tab key until you have reached the desired field. The order and
requirements for each field are as stated:

1. First line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit

entry forms are kept as long as the account or location is not changed). This is an optional
field.
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2. Second line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

3. Third line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

4. Bankstamp - Courier — Night Deposit — Mail — This is a set of mutually exclusive check
boxes. Boxes can be selected by using the arrow keys or by pointing and selecting with your
mouse. The default for Misc-Sort deposits is Courier. This data will remain constant until
changed by the user. This is a required field.

5. Date Deposited — This field has a default of the current system date. The date is editable by
the user. The date can be post-dated up to 10 working days. Date remains constant until
changed by the user. Enter date as MM/DD/YYYY. THIS DATE MUST BE THE
SAME AS THE ACTUAL DEPOSITED BANK DATE. This is a required field.

6. Signature — This field may have default data automatically filled in from the information
entered in the Agency Manager function duting setup. This field should contain the initials or
name of the person entering the deposit information. A maximum of 21 characters may be
entetred into this field. This field may be over-typed. This is an optional field.

7. Checks — This field is for entering the total deposit check amount. Dollar Sign and commas
are not allowed. The maximum amount for this field is $999,999,999.99. If this field is left
blank, you cannot access the next field, which contains the check count. You must enter a
decimal when keying “cents.” For Misc-Sort deposits, this is a required field.

8. Check Item Count — This field is to be keyed with whole numbers only and will not accept
decimals. Dollar Sign and commas are not allowed. This field should contain the total
number of checks included in the deposit. The maximum count for this field is 50,000 items.
This field cannot be accessed if the check amount field is left blank. For Misc-Sort
deposits, this is a required field.

9. Total Deposit — This field is the total amount of the deposit, which should match the check
amount. Dollar Sign and commas are not allowed. The maximum amount for this field is
$999,999,999.99. You must enter a decimal when keying “cents.” ‘This is a required field
and must be in agreement with any detailed amounts entered.
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Once the Total Deposit is entered and saved, the system will compare the amount in the Check field
to the Total Deposit Amount entered by the user. If they do not match, an error message is
displayed (see below) and the cursor returns to the Total Deposit field. You may position the cursor
wherever necessary to correct the problem.

Logoff | Contact STO | My Profile | Help

Emerald City Maintenance

CHECKS 4 | 371 00
aANKAccoumTlBOFA(MS)-DS v|

 BANKSTAMP (Default)
ITEM COUNT 1
# COURIER ' NIGHT DEPOSIT © maIL

DATE DEFOSITED |7.-’27.-’2|JU4

SIGMNATURE ICLSHE

TOTAL DEPOSIT  |& | B54.00

{ Save/Print SavefMo Print Hold{Save | Reset |
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After the user verifies all the information entered in the Misc-Sort Electronic Deposits Form, they
may click on one of the following four options:

Logoff | Contact 2 | My Profile | Help

De Emerald City Maintenance

Main Menu | A

ACCOUNT / LOCATION I 333 'I |WOZ v|
FOR AGENCY USE H -

| Misc-Sort
|
I CHECKS % | 321.00

BANKACCOUNTIEOFA(MS)‘U3A

™ BAMKSTAMP (Default) ]
ITEM COUNTI

¥ COURIER " NIGHT DEPOSIT 7 maIL

DATE DEPOSITED |?.-’2?.-’EUU4
| 321.00

TOTAL DEPOSIT

re |CLsite

Sawve/MNo Print Hold/Sawe | Resetl

¢ Haye/Print

1) Save/Print: This option, when selected, will save the deposit information to the database,
assign the deposit a transmit status ““I”” (unless it is post-dated) and will take you to a
preview copy of the deposit form where you may choose to print the form or return to the
deposit entry form without printing. The form does not print automatically when this
function is selected. The first time you choose this function during a session, you will

receive the following message:

Microsoft Internet Explorer x|

& Please make sure you have MICR toner inserted in wour printer,
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If you are keying a large dollar deposit, late in the afternoon, you will receive this
reminder:

Microsoft Internet Explorer x|

1t is after 1:30 PM and this is a large deposit. Please call the Treasuret's Office bo report
this deposit if you have not already done so.
phone: (916) 653-2917

2) Save/No Print: This option, when selected, will save the deposit information to the
database and will assign the deposit a transmit status “I” (unless it is post-dated). However,
it will not print the form.

3) Hold/Save: This option, when selected, will save the deposit information to the database,
will assign it a status of “H” for hold which will not allow the deposit to be transferred until
the status has been updated by a supervisor or site administrator in the Deposits Manager
function.

4) Reset: This option, when selected, will clear the current deposit information, allowing the
user to re-key the deposit. It does not save the deposit information to the database.

Please Note: The Misc-Sort Report of Deposit Form can only be accessed and
utilized by state agencies that participate under the State Treasurer’s Office
Miscellaneous Sort Contract.
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Imaged Cash Letter Deposit Entry:

Security clearance required:
= User
=  Supervisor
= Site Administrator

Purpose of Function:

The main purpose of the Imaged Cash Letter Deposit Entry Screen function is to input the
information necessary to complete an Imaged Cash Letter Report of Deposit (ROD) form. The
ROD form prints on special paper with MICR toner that enables the encoded line to be read by your
imaging equipment; however the bank may not require the ROD to be imaged. In that case, the
ROD number would be entered into a field on the Bank’s website when imaging the checks. The
ROD form prints on perforated paper stock in 3 sections - original bank copy, duplicate bank copy
(or extra agency copy when the bank only requires the original) and an agency copy.

Please Note: The copy to the State Treasurer’s Office has been eliminated since
the information for each deposit will be transmitted electronically on a daily basis.

To access the Imaged Cash Letter Deposit Entry Screen click on the Imaged Cash Letter
button as shown below.

o Logeff | Contact STO | Report Large Deposit | My Profile | Help
Deposits Form DEVELOPMENT - Test Agency

e | Deposit Maintenance | Deposit Entry

Welcome, State Waorker.
You are logged in to the EDF system with Site Administrator privileges.

Agency Maintenance e e
User Manager
Agency Manager
Bank Manager

Deposit Maintenance
Deposits Manager
Download Deposit Data

Create a Report
View/Reprint a Deposit

Deposit Entry
Deposit
Pre-Sort

Misc-Sort
Imaged Cash Letter
Remote Deposits

Adj./Wires/Misc
Supplemental Adj.
Wires/Misc
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The following screen will appear:

o Logoff | Contact STO | Report Large Deposit | My Profile | Help
Deposits Fosm DEVELOPMENT - State Agency

| Deposit Maintenance | Deposit Entry

ACCOUNT / Loc:‘rlcwl555j IABCj Imaqed Cash Letter
FOR AGENCY USE

CHECKS s I 0.00
I [TEM COUNT o
| TOTAL DEPOSIT s 0.00
BANK “3Lf|)'91 e
C BANKSTAMP (Default)
& courter © NIGHT DEPOSIT C MaIL
DATE DEPOSITED |2/3/2011

SIGHATURE ISWAdmiﬂ

Save/Print I Save/No Print Hold/Save | Resetl

Session defaults:
=  Account
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Location
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Bank Account
(selected as active ot inactive under Site Admin/Supetvisor Function/Agency
Maintenance/Bank Managet)
= Signature
(established under Site Admin/Agency Maintenance/User Manager/UserID)

To change the Account, Location or Bank just click on the drop-down menu arrow to the right of
each field and click on the desired data. Please keep in mind that this data is linked together when
set-up under the Agency Maintenance function. These items cannot be over-typed, just selected.

The remaining deposit fields are indexed, which means that when you finish entering data into a field
and hit the tab key, the cursor will go to the next field where data may be entered. You are not
required to enter data in all the fields. Please note below which fields are required. You may skip
tields by continuing to hit the tab key until you have reached the desired field. The order and
requirements for each field are as stated:

1. First line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
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characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

2. Second line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit

entry forms are kept as long as the account or location is not changed). This is an optional
field.

3. 'Third line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit

entry forms are kept as long as the account or location is not changed). This is an optional
field.

4. Bankstamp - Courier — Night Deposit — Mail — This is a set of mutually exclusive check
boxes. Boxes can be selected by using the arrow keys or by pointing and selecting with your
mouse. The default for Imaged Cash Letter deposits is Courier. This data will remain
constant until changed by the user. This is a required field.

5. Date Deposited — This field has a default of the current system date. The date is editable by
the user. The date can be post-dated up to 10 working days. Date remains constant until
changed by the user. Enter date as MM/DD/YYYY. THIS DATE MUST BE THE
SAME AS THE ACTUAL DEPOSITED BANK DATE. This is a required field.

6. Signature — This field may have default data automatically filled in from the information
entered in the Agency Manager function during setup. This field should contain the initials or
name of the person entering the deposit information. A maximum of 21 characters may be
entered into this field. This field may be over-typed. This is an optional field.

7. Checks — This field is for entering the total deposit check amount. Dollar Sign and commas
are not allowed. The maximum amount for this field is $999,999,999.99. If this field is left
blank, you cannot access the next field, which contains the check count. You must enter a
decimal when keying “cents.” For Imaged Cash Letter deposits, this is a required field.

8. Check Item Count — This field is to be keyed with whole numbers only and will not accept
decimals. Dollar Sign and commas are not allowed. This field should contain the total
number of checks included in the deposit. The maximum count for this field is 50,000 items.
This field cannot be accessed if the check amount field is left blank. For Imaged Cash
Letter deposits, this is a required field.

9. Total Deposit — This field is the total amount of the deposit, which should match the check
amount. Dollar Sign and commas are not allowed. The maximum amount for this field is
$999,999,999.99. You must enter a decimal when keying “cents.” This is a required field
and must be in agreement with any detailed amounts entered.

Section 13 — Deposit Maintenance: Deposit Entry 13-20



Once the Total Deposit is entered and saved, the system will compare the amount in the Check field
to the Total Deposit Amount entered by the user. If they do not match, an error message is
displayed (see below) and the cursor returns to the Total Deposit field. You may position the cursor
wherever necessary to correct the problem.

f | Contact STO | Report Large Deposit | My Profile | Help

DEVELOPMENT - State Agency

= | Deposit Maintenance | Deposit Entry

accounT / LocaTion |555 =] [ABC =] Imag ed Cash Letter
FOR AGENCY USE

| CHECKS $ 55,000.00
[ ITEM COUNT 675

I TOTAL DEPOSIT $ 66.000.00]

gank accounT |ICL()-91 =]

e Windows Internet Explorer x|
{

® COURIER & MIGHT DEPOSIT
i et PO ! E The Depaosit Takal (46,000,007 does nok match the amounts entered (55,000,007,
SIGr-lc.TuREIS\"'-’Admin L]

Save/t
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After the user verifies all the information entered in the Imaged Cash Letter Electronic Deposit
Form, they may click on one of the following four options:

'e i'ts Form

sccounT / LocaTion |88 T IABCj Imaqed Cash Letter
FOR AGENCY USE

CHECKS S I 0.00
I ITEM COUNT 0
| TOTAL DEPOSIT s 0.00

Bank accounT |ICL () - 91 j

o BANKSTAMP (Default)

@ courter € NIGHT DERPOSIT © malL
DATE DEPOSITED |2/3/2011

S[ENATURE ISWAdmin

Save/Print I Save/No Print Haold/Save | Resetl

5) Save/Print: This option, when selected, will save the deposit information to the database,
assign the deposit a transmit status ““I”” (unless it is post-dated) and will take you to a
preview copy of the deposit form where you may choose to print the form or return to the
deposit entry form without printing. The form does not print automatically when this

function is selected. The first time you choose this function during a session, you will
receive the following message:

Microsoft Internet Explorer x|

& Please make sure you have MICR toner inserted in wour printer,
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If you are keying a large dollar deposit, late in the afternoon, you will receive this
reminder:

Microsoft Internet Explorer x|

1t is after 1:30 PM and this is a large deposit. Please call the Treasuret's Office bo report
this deposit if you have not already done so.
phone: (916) 653-2917

6) Save/No Print: This option, when selected, will save the deposit information to the
database and will assign the deposit a transmit status “I” (unless it is post-dated). However,
it will not print the form.

7) Hold/Save: This option, when selected, will save the deposit information to the database,
will assign it a status of “H” for hold which will not allow the deposit to be transferred until
the status has been updated by a supervisor or site administrator in the Deposits Manager
function.

8) Reset: This option, when selected, will clear the current deposit information, allowing the
user to re-key the deposit. It does not save the deposit information to the database.

Please Note: The Imaged Cash Letter Report of Deposit Form can only be
accessed and utilized by state agencies who have been set up by the State
Treasurer’s Office.
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Remote Deposit Entry:

Security clearance required:

User
Supervisor
Site Administrator

Purpose of Function:
The main purpose of the Remote Deposit Entry Screen function is to input the information
necessary to complete a Remote Report of Deposit (ROD) form. The ROD form prints on special
paper with MICR toner that enables the encoded line to be read by the desktop scanner supplied by
the bank; however, the bank may not require the deposit slip to be scanned. In that case, the ROD
number would be entered into a field on the Bank’s website when scanning the checks. The ROD
form prints on perforated paper stock in 3 sections - original bank copy, duplicate bank copy (or
extra agency copy when the bank only requires the original) and an agency copy.

To access the Remote Deposit Entry Screen click on the Remote button as shown below.

: D p Form

e | Deposit Maintenance | Deposit Entry

Welcome, State Waorker.

You are logged in to the EDF system with Site Administrator privileges.

Logoff | Contact STO | Report Large Deposit | My Profile | Help

DEVELOPMENT - Test Agency

Agency Maintenance

There are currently no system messages,

User Manager
Agency Manager
Bank Manager

Deposit Maintenance
Deposits Manager
Download Deposit Data
Create a Report
View/Reprint a Deposit

Deposit Entry

Deposit

Pre-Sort

Misc-Sort

Imaged Cash Letter

Remote Deposits

Adj./Wires/Misc
Supplemental Adj.
Wires/Misc

Please Note: The copy to the State Treasurer’s Office has been eliminated since
the information for each deposit will be transmitted electronically on a daily basis.
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The following screen will appear:

Sn—— Logoff | Contact 5TO | Re.mt Large E)e. sit | My Profile | Help
" Deposits Forn DEVELOPMENT - State Agency :

renance | Deposit Maintenance | Deposit Entry

ACCOUNT / LOCATION | 585 7| IABC = Remote DeDOSitS
FOR AGENCY USE

CHECKS $ I 0.00
| ITEM COUNT 0

| TOTAL DEPOSIT |$ 0.00
eank account | BOFA (R-02 x|

 BANKSTAMP (Default)

& courier € NIGHT DEPOSIT € marL
DATE DEPOSITED |2;"3f2m1

stanatuRe [SWAAMIn

Save/Print I Save/Mo Print Hold/Save | Resetl

Session defaults:
=  Account
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Location
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Bank Account
(selected as active ot inactive under Site Admin/Supetvisor Function/Agency
Maintenance/Bank Manager)
= Signature
(established under Site Admin/Agency Maintenance/User Manager/UserID)

To change the Account, Location or Bank just click on the drop-down menu arrow to the right of
each field and click on the desired data. Please keep in mind that this data is linked together when
set-up under the Agency Maintenance function. These items cannot be over-typed, just selected.

The remaining deposit fields are indexed, which means that when you finish entering data into a field
and hit the tab key, the cursor will go to the next field where data may be entered. You are not
required to enter data in all the fields. Please note below which fields are required. You may skip
tields by continuing to hit the tab key until you have reached the desired field. The order and
requirements for each field are as stated:

1. First line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit

entry forms are kept as long as the account or location is not changed). This is an optional
field.
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2. Second line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

3. Third line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

4. Bankstamp - Courier — Night Deposit — Mail — This is a set of mutually exclusive check
boxes. Boxes can be selected by using the arrow keys or by pointing and selecting with your
mouse. The default for Remote deposits is Courier. This data will remain constant until
changed by the user. This is a required field.

5. Date Deposited — This field has a default of the current system date. The date is editable by
the user. The date can be post-dated up to 10 working days. Date remains constant until
changed by the user. Enter date as MM/DD/YYYY. THIS DATE MUST BE THE
SAME AS THE ACTUAL DEPOSITED BANK DATE. This is a required field.

6. Signature — This field may have default data automatically filled in from the information
entered in the Agency Manager function duting setup. This field should contain the initials or
name of the person entering the deposit information. A maximum of 21 characters may be
entetred into this field. This field may be over-typed. This is an optional field.

7. Checks — This field is for entering the total deposit check amount. Dollar Sign and commas
are not allowed. The maximum amount for this field is $999,999,999.99. If this field is left
blank, you cannot access the next field, which contains the check count. You must enter a
decimal when keying “cents.” For Remote deposits, this is a required field.

8. Check Item Count — This field is to be keyed with whole numbers only and will not accept
decimals. Dollar Sign and commas are not allowed. This field should contain the total
number of checks included in the deposit. The maximum count for this field is 50,000 items.
This field cannot be accessed if the check amount field is left blank. For Remote deposits,
this is a required field.

9. Total Deposit — This field is the total amount of the deposit, which should match the check
amount. Dollar Sign and commas are not allowed. The maximum amount for this field is
$999,999,999.99. You must enter a decimal when keying “cents.” ‘This is a required field
and must be in agreement with any detailed amounts entered.
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Once the Total Deposit is entered and saved, the system will compare the amount in the Check field
to the Total Deposit Amount entered by the user. If they do not match, an error message is

displayed (see below) and the cursor returns to the Total Deposit field. You may position the cursor
wherever necessary to correct the problem.

Logoff | Contact STO | Report Large Deposit | My Profile | Help !

Deposits Fosm DEVELOPMENT - State Agency

| Deposit Maintenance | Deposit Entry

ACCOUNT / LOCATION I bbb j IAEC j Remote De Dosits
FOR AGENCY USE
CHECKS $ 6,745.33

l ITEM COLIHTI 72

| TOTAL DEPOSIT  |§ 6.345.33

eanic accounT | BOFA (RI02 = [ ey e <]
€ gan (Default) j

BANeSTAME: (Dt 1] The Deposit Total (6,845 ,33) does not match the amounts entered (6,745,33),

® courter C niGHT Dep(

paTE pErostTeD |2/3/2011
SIGNATURE ISWAdmin I

Save/Print | Save/No Print | Hold/Save | Reset |
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After the user verifies all the information entered in the Remote Electronic Deposits Form, they may
click on one of the following four options:

Logoff | Contact STO | Report Large Deposit | My Profile | Help

DEVELOPMENT - State Agency

| Deposit Maintenance | Deposit Entry

ACCOUNT / LOCATION |555ﬂ IAECj Remote DEDOSitS
FOR AGENCY USE

CHECKS $ 6.745.33
I ITEM CCUMTl 72

| TOTAL DEPOSIT  |§ 674533

BANK ACCOUNT I BOFA (R)-02 =]

' BANKSTAMP (Default)
® courter  NIGHT DEPOSIT © maLL

DATE DEPOSITED |2/3/2011

SIGHATURE ISWAdmin

Save/Print I Save/No Print Haold/Save | Resetl

1) Save/Print: This option, when selected, will save the deposit information to the database,
assign the deposit a transmit status “I” (unless it is post-dated) and will take you to a
preview copy of the deposit form where you may choose to print the form or return to the
deposit entry form without printing. The form does not print automatically when this
function is selected. The first time you choose this function during a session, you will
receive the following message:

Microsoft Internet Explorer x|

& Please make sure you have MICR toner inserted in wour printer,
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If you are keying a large dollar deposit late in the afternoon, you will receive this
reminder:

Microsoft Internet Explorer x|

1t is after 1:30 PM and this is a large deposit. Please call the Treasuret's Office bo report
this deposit if you have not already done so.
phone: (916) 653-2917

2) Save/No Print: This option, when selected, will save the deposit information to the
database and will assign the deposit a transmit status “I” (unless it is post-dated). However,
it will not print the form.

3) Hold/Save: This option, when selected, will save the deposit information to the database,
will assign it a status of “H” for hold which will not allow the deposit to be transferred until
the status has been updated by a supervisor or site administrator in the Deposits Manager
function.

4) Reset: This option, when selected, will clear the current deposit information, allowing the

user to re-key the deposit. It does not save the deposit information to the database.

Please Note: The Remote Report of Deposit Form can only be accessed and
utilized by state agencies who have been set up by the State Treasurer’s Office.
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Supplemental Adj. Deposit Entry:

Security clearance required:
=  User
= Supervisor
= Site Administrator

Purpose of Function:

The main purpose of the Supplemental Adj. Deposit Entry Screen function is to input the
information necessary to complete a Supplemental Adj. Report of Deposit (ROD) form. The ROD
form prints on special paper with MICR toner that enables the encoded line to be read by the bank’s
reader/sorter equipment. The ROD form prints on perforated paper stock in 3 sections - original
bank copy, duplicate bank copy (or extra agency copy when the bank only requires the original) and
an agency copy.

Please Note: The copy to the State Treasurer’s Office has been eliminated since
the information for each deposit will be transmitted electronically on a daily basis.

To access the Supplemental Adj. Deposit Entry Screen click on the Supplemental Adj. button as
shown below.

— Logoff | Contact STO | Report Large Deposit | My Profile | Help
Deposits Form DEVELOPMENT - Test Agency
| Deposit Maintenance | Deposit Entry

Main Menu | Agency Maintenance

Welcome, State Warker.
You are logged in to the EDF system with Site Administrator privileges.

Agency Maintenance e
User Manager
Agency Manager
Bank Manager

Deposit Maintenance
Deposits Manager
Download Deposit Data

Create a Report
View/Reprint a Deposit

Deposit Entry
Deposit
Pre-Sort

Misc-Sort

Imaged Cash Letter

Remote Deposits

Adj./Wires/Misc
Supplemental Adj.
Wires / Misc
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The following screen will appear:

Logoff | Contact STO | My Profile | Help

" Deposits Forn Emerald City Maintenance

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

|ACCOUNT,|" LOCATION

|333 v| f SUP
FOR AGEMCY USE

| Supplemental

paNK accoUNT [IRIRIEINsIE

ADJ., WIRES, MISC. 4 0.0o
% BANKSTAMP (Default)

' COURIER " NIGHT DEPQSIT " maIL

DATE DEPOSITED |5."25."EUU5

SIGMATURE ICLSitE

TOTAL DEPOSIT | & | 0.00

[ HoldfSave/Print | HoldiSave | Reset |

Session defaults:
*= Account
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
= Location
The default location code for supplemental deposit slips is “SUP”. This cannot be changed.
* Bank Account
(selected as active ot inactive under Site Admin/Supervisor Function/Agency
Maintenance/Bank Manager)
= Signature
(established under Site Admin/Agency Maintenance/User Manager/UserID)

To change the Account or Bank just click on the drop-down menu arrow to the right of each field
and click on the desired data. Please keep in mind that this data is linked together when set-up under
the Agency Maintenance function. These items cannot be over-typed, just selected.

The remaining deposit fields are indexed, which means that when you finish entering data into a field
and hit the tab key, the cursor will go to the next field where data may be entered. You are not
required to enter data in all the fields. Please note below which fields are required. You may skip
tields by continuing to hit the tab key until you have reached the desired field. The order and
requirements for each field are as stated:

1. First line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit

entry forms are kept as long as the account or location is not changed). This is an optional
field.
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2. Second line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

3. Third line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

4. Bankstamp - Courier — Night Deposit — Mail — This is a set of mutually exclusive check
boxes. Boxes can be selected by using the arrow keys or by pointing and selecting with your
mouse. The default for Supplemental Adj. deposits is Bankstamp. This data will remain
constant until changed by the user. This is a required field.

5. Date Deposited — This field has a default of the current system date. The date is editable by
the user. The date can be backdated up to 6 months or post-dated up to 10 working days.
Date remains constant until changed by the user. Enter date as MM/DD/YYYY. THIS
DATE MUST BE THE SAME AS THE ACTUAL DEPOSITED BANK DATE.
This is a required field.

6. Signature — This field may have default data automatically filled in from the information
entered in the Agency Manager function during setup. This field should contain the initials or
name of the person enteting the deposit information. A maximum of 21 characters may be
entered into this field. This field may be over-typed. This is an optional field.

7. Adj, Wires, & Misc — This field is for supplemental deposit adjustments. Dollar Sign and
commas are not allowed. The maximum amount for this field is $999,999,999.99. You must
enter a decimal when keying “cents.” For Supplemental Adj. deposits, this is a required
field.

8. Total Deposit — This field is the total amount of the deposit, which should match the
Adj./Wire/Misc. amount. Dollar Sign and commas are not allowed. The maximum amount
for this field is $999,999,999.99. You must enter a decimal when keying “cents.” This is a
required field and must be in agreement with any detailed amounts entered.
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Once the Total Deposit is entered and saved, the system will compare the amount in the
Adj./Wire/Misc. field to the Total Deposit Amount entered by the user. If they do not match, an
error message is displayed (see below) and the cursor returns to the Total Deposit field. You may
position the cursor wherever necessary to correct the problem.

Logoff | Contact STO | My Profile | Help

Emerald City Maintenance

W Microsoft Internet Explorer x|

& The Deposit Total (6,00} does not match the amounts entered (3.00),

ental

|
|
[

BANK AccounT | UNION-06 =
AD,, WIRES, MISC, % | 3.00

% pANESTAME (Default)

" COURIER " NIGHT DEPOSIT 7 maIL

5262005
DATE DEPOSITEDI 2B/ TOTAL DEPOSIT 4 | £.00

SIGMATURE ICLS“E

[ HeldiSavebint |  Hold/Save | Reset |
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After the user verifies all the information entered in the Supplemental Adj. Electronic Deposits
Form, they may click on one of the following three options:

Logoff | Contac 2 | My Profile | Help

L DGPDSiFRM Emerald City Maintenance

Main Menu | Ag Maintenance | Deposit Maintenance | Deposit Entry

accounT / Location | 333 = 7 sup

FOR AGEMCY USE

I Supplemental

|
BanK AccoUNT | UNION-06 =]

% BANKSTAMP (Default)

ADJ., WIRES, MISC, $ 3.00

 COURIER € NIGHT DEPOSIT " maIL

B/26/2005
DATE DEPOSITEDI {26/ TOTAL DEPOSIT 4 | 200

SIGHATURE

[ HeldSavernt ] Hold/Save | Reset |

1) Hold/Save/Print: This option, when selected, will save the deposit information to the
database and will assign it a status of “H” for hold which will not allow the deposit to be
transferred until the status has been updated by a supervisor or site administrator in the
Deposits Manager function. Each day, STO Bank Rec staff will review bank data to
determine when supplemental deposits have been credited to the State’s account. The
designated staff at each agency will be notified when bank credit has been processed for
supplemental deposits and instructed to change the deposit status from “Hold” to
“Transmit.” The system will then take you to a preview copy of the deposit form where you
may choose to print the form or return to the deposit entry form without printing. The
form does not print automatically when this function is selected. The first time you choose
this function during a session, you will receive the following message:

Microsoft Internet Explorer x|

& Please make sure you have MICR toner inserted in wour printer,

If you are keying a large dollar supplemental deposit late in the afternoon, you will
receive this reminder:

Microsoft Internet Explorer x|

1t is after 1:30 PM and this is a large deposit. Please call the Treasuret's Office bo report
this deposit if you have not already done so.
phone: (916) 653-2917
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2) Hold/Save: This option, when selected, will save the deposit information to the database
and will assign it a status of “H” for hold which will not allow the deposit to be transferred
until the status has been updated by a supervisor or site administrator in the Deposits
Manager function. Each day, STO Bank Rec staff will review bank data to determine when
supplemental deposits have been credited to the State’s account. The designated staff at each
agency will be notified when bank credit has been processed for supplemental deposits and
instructed to change the deposit status from “Hold” to “Transmit.”

3) Reset: This option, when selected, will clear the current deposit information, allowing the
user to re-key the deposit. It does not save the deposit information to the database.

Please Note: The Supplemental Adj. Report of Deposit Form can be accessed and
utilized by all state agencies. This form will be used to make supplemental report
of deposit forms per SAM Section 8033.3. This form replaces the
Adj./Wires/Misc. section on the paper report of deposit form. Supplemental Adj.
deposit forms can be accessed for any Centralized Treasury System (CTS) Bank
the agency has activated on their EDF program.
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Wires/Misc. Deposit Entry:

Security clearance required:
= User
=  Supervisor
= Site Administrator

Purpose of Function:

The main purpose of the Wires/Misc. Deposit Entry Screen function is to input the information
necessary to complete a Wires/Misc. Report of Deposit (ROD) form. The ROD form prints on
special paper with MICR toner that enables the encoded line to be read by the bank’s reader/sorter
equipment. The ROD form prints on perforated paper stock in 3 sections - original bank copy,
duplicate bank copy (or extra agency copy when the bank only requires the original) and an agency
copy.

Please Note: The copy to the State Treasurer’s Office has been eliminated since
the information for each deposit will be transmitted electronically on a daily basis.

To access the Wires/Misc. Deposit Entry Screen click on the Wires/Misc. button as shown
below.

— Logoff | Contact STO | Report Large Deposit | My Profile | Lﬂg
Deposits Form DEVELOPMENT - Test Agency

Main Menu | A

cy Maintenance | Deposit Maintenance | Deposit Entry

Welcome, State Warker.
You are logged in to the EDF system with Site Administrator privileges.

Agency Maintenance
User Manager
Agency Manager
Bank Manager

Deposit Maintenance
Deposits Manager
Download Deposit Data
Create a Report
View/Reprint a Deposit

Thers are currently no system messages,

Deposit Entry

Deposit

Pre-Sort

Misc-Sort

Imaged Cash Letter

Remote Deposits

Adj./Wires/Misc
Supplemental Adj.
Wires / Misc
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The following screen will appear:

= — Logoff | Contact STS | My Profile | Help
: Deposits Form Emerald City Maintenance

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

|ACCOLINT,|" LOCATION |333 'i |WOZ 'I

FOR AGEMCY USE

| Wires/Misc.

Bank AccoUNT [ARIREIN WL

ADL, WIRES, MISC. |G 0.00
% BANKSTAMP (Default)

" COURIER ' NIGHT DEPOSIT 7 maIL

F2F2004
DATE DEPOSITEDl 127 & | 0.00

TOTAL DEPOSIT

SIGHATURE |CLsite

Sawve/Print I Sawve/MNo Print Hold{Sawe | Resetl

Session defaults:
=  Account
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
=  Location
(established under Site Admin/Supervisor Function/Agency Maintenance/Agency Manager)
= Bank Account
(selected as active or inactive under Site Admin/Supervisor Function/Agency
Maintenance/Bank Manager)
» Signature
(established under Site Admin/Agency Maintenance/User Manager/UserID)

To change the Account, Location or Bank just click on the drop-down menu arrow to the right of
cach field and click on the desired data. Please keep in mind that this data is linked together when
set-up under the Agency Maintenance function. These items cannot be over-typed, just selected.

The remaining deposit fields are indexed, which means that when you finish entering data into a field
and hit the tab key, the cursor will go to the next field where data may be entered. You are not
required to enter data in all the fields. Please note below which fields are required. You may skip
tields by continuing to hit the tab key until you have reached the desired field. The order and
requirements for each field are as stated:

1. First line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit

entry forms are kept as long as the account or location is not changed). This is an optional
field.
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2. Second line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

3. Third line of the “For Agency Use” (FAU) box — This field may have default data
automatically filled in from the information entered in the Agency Manager function during
setup. This line of data is editable by the user when over-typed. The field contains up to 28
characters of data depending on how many uppercase characters are entered. This data will
remain constant until changed by the user (changes made to the FAU lines on the deposit
entry forms are kept as long as the account or location is not changed). This is an optional
field.

4. Bankstamp - Courier — Night Deposit — Mail — This is a set of mutually exclusive check
boxes. Boxes can be selected by using the arrow keys or by pointing and selecting with your
mouse. The default for Wires/Misc. deposits is Bankstamp. This data will remain constant
until changed by the user. This is a required field.

5. Date Deposited — This field has a default of the current system date. The date is editable by
the user. The date can be backdated up to 6 months or post-dated up to 10 working days.
Date remains constant until changed by the user. Enter date as MM/DD/YYYY. THIS
DATE MUST BE THE SAME AS THE ACTUAL DEPOSITED BANK DATE.
This is a required field.

6. Signature — This field may have default data automatically filled in from the information
entered in the Agency Manager function during setup. This field should contain the initials or
name of the person enteting the deposit information. A maximum of 21 characters may be
entered into this field. This field may be over-typed. This is an optional field.

7. Adj, Wires, & Misc — This field is for wires and any other amounts not suited for the other
fields. Dollar Sign and commas are not allowed. The maximum amount for this field is
$999,999,999.99. You must enter a decimal when keying “cents.”” For Wires/Misc.
deposits, this is a required field.

8. Total Deposit — This field is the total amount of the deposit, which should match the
Adj./Wire/Misc. amount. Dollar Sign and commas are not allowed. The maximum amount
for this field is $999,999,999.99. You must enter a decimal when keying “cents.” This is a
required field and must be in agreement with any detailed amounts entered.
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Once the Total Deposit is entered and saved, the system will compare the amount in the
Adj./Wire/Misc. field to the Total Deposit amount entered by the user. If they do not match, an
error message is displayed (see below) and the cursor returns to the Total Deposit field. You may
position the cursor wherever necessary to correct the problem.

Logoff | Contact STO | My Profile | Help

DEPOSI'IIS Form Emerald City Maintenance

Main Menu | &g laintenance | Deposit Maintenance | Deposit Entry
osoft Internet Explorer

& The Deposit Total (6,003 does not match the amounts entered (3.00),

Misc.

pank account | UNIOMN-08 LI
AD),, WIRES, MISC, | | 5.00

% BANKSTAMP (Default)
" COURIER " NIGHT DEPOSIT  maIL

DATE DEFOSITED |7.'"27.'"2|3E|4 TOTAL DEPOSIT|g I—EDD

SIGNATURE |CLsite

. SavefPrint Sawve/Mo Print Hold{Save | Reset |
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After the user verifies all the information entered in the Wires/Misc. Electronic Deposits Form, they
may click on one of the following four options:

T — Logoff | Contact STO | My Profile | Help
 Deposits Fosw Emerald City Maintenance

Main Menu | Ag laintenance | Deposit Maintenance | Deposit Entry

‘ACCOUNT;" LOCATION |333 LI IWOZ LI
FOR AGENCY USE

I Wires/Misc.
|

BANK AccoUNT | UNION-06 =]

AD1., WIRES, MISC, |G 9.00
¥ BANKSTAMP (Default)

 COURIER " WIGHT DEPOSIT £ maIL

DATE DEPOSITED |?a’2?a’2004

MATURE |C|-Sit9

TOTAL DEPOSIT|§ | 9.00

U SavefPrint SeawvefMo Print Hold{Save | Reset |

1) Save/Print: This option, when selected, will save the deposit information to the database,
assign the deposit a transmit status ““I”” (unless it is post-dated) and will take you to a
preview copy of the deposit form where you may choose to print the form or return to the
deposit entry form without printing. The form does not print automatically when this

function is selected. The first time you choose this function during a session, you will
receive the following message:

Microsoft Internet Explorer x|

& Please make sure you have MICR toner inserted in wour printer,
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If you are keying a large dollar deposit late in the afternoon, you will receive this
reminder:

Microsoft Internet Explorer x|

1t is after 1:30 PM and this is a large deposit. Please call the Treasuret's Office bo report
this deposit if you have not already done so.
phone: (916) 653-2917

2) Save/No Print: This option, when selected, will save the deposit information to the
database and will assign the deposit a transmit status “I” (unless it is post-dated). However,
it will not print the form.

3) Hold/Save: This option, when selected, will save the deposit information to the database,
will assign it a status of “H” for hold which will not allow the deposit to be transferred until
the status has been updated by a supervisor or site administrator in the Deposits Manager
function.

4) Reset: This option, when selected, will clear the current deposit information, allowing the
user to re-key the deposit. It does not save the deposit information to the database.

Please Note: The Wires/Misc. Report of Deposit Form can be accessed and
utilized by all state agencies. This form will be used in making deposits that do
not fit under the categories of currency, coin or checks. This form replaces the
Adj./Wites/Misc. section on the paper report of deposit form. Wires/Misc.
deposit forms can be accessed for any Centralized Treasury System (CTS) Bank
the agency has activated on their EDF program.
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Section

DEPOSIT MAINTENANCE - DEPOSITS
MANAGER

Security clearance required:
= Supervisor
= Site Administrator

Purpose of Function:
The main purpose of the Deposit Manager function is to query, update, or re-print deposits that have
not been transmitted to STO.

Using the Deposits Manager:

To access the Deposits Manager function as a Site Administrator or Supervisor, click on the
command button listed under Deposit Maintenance as shown below.

Logoff | Contac o | My Profile | Help

Depos

Main Menu | &g Jaintenance | Deposit Maintenance | Deposit Entry

ItS Form Emerald City Maintenance

Welcome, Cowardly Lion,
You are logged in to the EDF system with Site Administrator privileges,

Deposit Maintenance There are currently no system
Ceposits Manager Messages.
Download Deposit Data
Create a Report
wiew Renrint & Deposit

The following screen will appear:

14-1



Logoff | Contac 2 | My Profile | Help

Emerald City Maintenance

Deposit Manager

wiew list of all pending deposits.

Search for a Deposit:
By Deposit Number:

Ii Search |

By Bank Mumber:

I_ Search |

By Total Deposit Amount: By Location:

Ii Searchl I_ Searchl

Deposits that have not been transmitted can be accessed from this screen and corrections/updates
can be made.

You may search for a deposit by clicking on the "View list of all pending deposits" option, OR you
may search for deposits by the following four criteria:

* By deposit number

* By bank number

= By total deposit amount
* By location

When you click the link “View list of all pending deposits” the following screen will appear.

Logoff | Contact STO | Report Large Deposit | My Profile | Help

Form DEVELOPMENT - State Agency

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

) Deposit Manager - View All

Deposits | Pre-Sort | Misc-Sort | Imaged Cash Letter | Remote Deposits | Wires/Misc. | Supplemental
There are no pending Depaosits for your agency.
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You will then need to select a deposit type. For example, selecting “Supplemental” will bring up the
following screen for Supplemental Deposits.

T | sTo State Irgasurer’s Orbice

& EUE - LEPOSICS 1M3N30Er .. X

[T TR
Y Deposits Foan

=Tl cave T

e 1
Logoff | Contact STO | Report Large Deposit | My Profile | Help !
DEVELOPMENT - State Agency
Main Menu | Agency Maintenance | Deposit Maintenance | Depaosit Entry

- Deposit Manager - View All

Deposits | Pre-Sort | Misc-Sort | Imaged Cash Letter | Remote Deposits | Wires/Misc. | Supplemental
Supplemental Deposits

Deposit Date Deposit Number Location

Bank Deposit Total Entered By Status
1/26/2011 1555000001 sup BOFA-02 $100.00 Swadmin  Hold
2/3/2011 1555000002 sup BOFA-02 $100.00 SWAdmin  Transmit

When querying a deposit by deposit serial number, input the serial number and the query will display
all deposits not yet transmitted with that serial number. See the example below:

Logoff | Conta
Form

o | My Profile | Help

Emerald City Maintenance
nce | Deposit Maintenance | Deposit Entry

Main Menu |

Deposit Manager

wiew list of all pending deposits.

Search for a Deposit:

By Deposit Number: By Bank Mumber: | By Total Deposit Amount: By Location:
[1656000005 | Seach | | [

Search | I_ Search |

Deposit Number Location Bank

Deposit Total Entered By Status
1555000005 EM WELLS-09 £75.00 Clsite Hold
1555000005 SUP US BAMNE (PS)-11 £0.00 Clsite Hold
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The following screen will be displayed after selecting one of the two deposits listed:

Logoff | Contact STO | My Profile | Help

g DEPOSﬂSFORM Emerald City Maintenance

| D it Maintenance | Deposit Entry

”Dep-osit Manager - Edit

Deposit Number: 1555000005 | Deposit Status: |H0|d 'l | Deposit Type: D

ACCOUNT ¢ LoCATION 555 f EM
CURRENCY OMLY | 50.00

FOR AGENCY USE:
IUncIe Henny

||Emera|d City
|0z - 8385444

COIN GHLY n.o0

CHECKS | 26.00

. |Bankstamp (Default) =
TRANSPORT! | Pl ) =] o |_1

BANK ACCOUNT: 09 (WELLS-09)

DATE DEPOSITED: |4/7/2004

TOTAL DEPOSIT | 75.00

SEVE I | Reprint Deposit | Check Audit Trail

SIGMATURE: IDLC

Editable fields:

= FAU Lines 1 through 3

* Transport method (via the drop-down menu)
*  Date Deposited

= Signature

= Currency only (Regular Deposit Only)

= Coin only (Regular Deposit Only)

*  Adj., Wires, Misc. (Supplemental or Wires/Misc. Deposits Only)
*  Checks

= Item count (checks)

= Total Deposit

*  Status Change (Transmit, Hold, Void)

Fields that can’t be edited:

*  Deposit number

*  Agency Account Number
*  Agency Location

=  Bank Account

*  Deposit type
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Functions:

*  Save (once the deposit data has been updated and/or the status changed, click on the SAVE
button. The deposit information will now be changed in the database).

* Reprint Deposit — deposits can be re-printed from this function, either with or without
changes being made.

*  Check Audit Trail (selecting this option will show all changes made to a selected deposit):

Logoff | Contact STO | My Profile | Help

Deposits Forw Emerald City Maintenance

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

”Dép-osit Manager - Edit

Deposit Number: 1555000005 | Deposit Status: |H0|d 'l | Deposit Type: D

ACCOUNT ¢ LOCATION 555/ EM
CURREMCY OMLY | 50.00

FOR AGENCY USE:

IUncIe Henry
IEmeraId City COIN OMLY 0.oo
|0z - 9885-444
CHECKS | 25.00
BANK ACCOUNT: 09 (WELLS-09)
. | Bankstamp (Defaulf) =
TRANSPORT: | P )_I S |_1

DATE DEPOEITED: i4f?f2004

TOTAL DEPOSIT | 75.00
stamaTURE: JOLC

5448 | | Reprint Deposit | Check Audit Trail

Following is an example of a deposit audit trail:

Logoff | Contact STO | My Profile | Help

Emerald City Maintenance

Main Menu | tenance | Deposit Maintenance | Deposit Entry

Audit Trail

Depaosit: 1555000005
Date of Action Action |Entered By Change

4/5/2004 12:26:30 PM Edit Clsite Currency Change ($75.00 to £50.00)

Deposit Total Change (£100.00 to £75.00)

Date Change (4/5/2004 to 4/7/2004)

Signature Change (ClLsite to DLC)

Fall Line 1 Change (Auntie Road to Uncle Henry)
Fall Line 2 Change [ to Emerald City)

Fall Line 3 Change [ to Oz - 3882444

Status Change (Transmit to Hold)
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Section

DEPOSIT MAINTENANCE: DOWNLOAD
DEPOSIT DATA

Security clearance required:
= Supervisor
= Site Administrator

Purpose of Function:
This function allows you to download deposit data stored on the web site and save it as a Microsoft

Excel file on your PC. The resulting Excel spreadsheet will contain all deposits entered into EDF
within the specified date range.

Please Note: The date criteria are not based on the Deposit Date field of the
deposit, but rather the actual date the deposit was entered in EDF.

— Logoff | Contact STC | My Profile | Help
Deposits Form Emerald City Maintenance

Main Menu | &g laintenance | Deposit Maintenance | Deposit Entry

Welcome, Pat Emc Sup,
fou are logged in to the EDF systemn with Supervisor privileges,

Deposit Maintenance i
7 2Ystem Message
Deposits Manager Shenamies el
{last message posted 7/27,/2004)

Download Deposit Data
Create a Report

Logoff | Contac

| Help

0 | My Profile

0Sits Form Emerald City Maintenance

intenance | Deposit Maintenance | Deposit Entry

Download Deposit Data

Enter the dates for which you want to download deposit data (inclusive). Data will be
downloaded in Microsoft Excel format.

From CDate: 54,-“1,"2004 frnsdd )
To Date: I4,-“SD,-“EDD4 :
Download I Reset |

From and To Date Fields:
*  Use m/d/yyyy or m-d-yyyy format
* Ifyou do not enter a date, the current date is assumed
*  You should receive the following confirmation message.

Microsoft Internet Explorer X|

@ You are about to download deposit data, Do you wish to continue?

Cancel
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Download to Excel:
After clicking the Download button, you will see the following message.

File Download - Security ¥Warning |

Do pyou want to open or zave this file?

@ Mame: depositarchivel xls
Type: Microsoft Excel Worksheet, 7,16KE
From: edfdev

Open Save

potentially harm pour computer. |F pou do not st the source, do not

|® While files from the Intermet can be useful, this file type can
opeh or zave this software, "What's the rigk?

You can open the file or save it. To save it click “Save”. The following “Save As” screen will
appeat. You can save it to the appropriate location.

Save As 7] x|
Save i IE}Lauri's EDF tests j (€] ¥

3 depositReportExcel 2-7-11 . xl=

38 |EDF download dep data 2-8-11,s
3 EDF download Furlough Fri 2-5-10,x1s
34 EDF download test 1-13-10.xls

38 EDF download test 1-22-10.x1s

B4 |EDF download test 2-4-10,3s

B4 EDF download test 2 1-22-10,s

File name: tirchived . =l Save

Cancel

L Ly

Save az lype: IMicmsoft E el wiorkzheet

Please Note: Be sure to change the Save as type to Microsoft Excel
Wotkbook
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Once you save the file the following message will appear.

Download complete

==

Download Complete

depositarchivel xls from edfdey

=101 x|

Downloaded:
Download ko
Transfer rate;

F.16kEin 1 sec
GEDF issues!, . \depositArchivel xls

7. 16KESec

™ Cloze thiz dislog box when download completes

Cpen Eolder | Cloze I

Open

Once the download is complete you can either click “Open” to bring up the Excel file or click
“Close”. Then open the file in Excel.

A B c D E F G H | J K L M
1 [Account Number|Location|Bank Number | Deposit Number| Date |Type|Signature |[FAU Line 1|FAU Line 2 [FAU Line 3| Currency| Coin | Adj, Wires, An(|
2 |585 SUP 0z 1556000002 24372011 |3 S Adrmin $0.00 $0.00 |$100.00
3 |555 SUP 02 1556000003 20772011 |5 S¥Adrin $0.00 $0.00 [$100.00
4 [556 123 0z 1556300504 2772011 [D SWdrnin §0.00 $0.00 |$0.00
4 |555 ABC 02 2556002002 2372011 (R SWWAdrnin §0.00 $0.00 |$0.00
6 |555 ABC 0z 2555002003 20372011 |R S Adrnin $0.00 $0.00 [$0.00
7 |585 ABC 9 5555100101 24372011 |1 S Adrmin $0.00 $0.00 [$0.00
g |555 ABC 9N 5555100102 24372011 |1 S¥Adrin $0.00 $0.00 [$0.00
9 |556 ooo 91 8556700301 24372011 |1 SWdrnin §0.00 $0.00 |$0.00
10 |556 123 91 556900501 232011 |1 SWWAdrnin §0.00 $0.00 |$0.00
11
1]
If there are no deposits in the date range entered, you will receive a blank Excel spreadsheet.
A B C D E | F B H [ J -
Account Humber | Location [Bank Number | Deposit Number | Date | Type | Signature | FAU Line 1|FAU Line 2 |FAU Line 3~

‘m‘w‘m‘m‘h‘m‘m —
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Downloaded Fields:
The following fields are downloaded:

(Agency) Account Number
Location
(STO) Bank Number
Deposit Number
Deposit Date
Deposit Type

0 A = Adjustment

0 D = Regular Deposit
O P = Pre-Sort

O M = Misc-Sort

o

R = Remote Deposit
O I =Imaged Cash Letter
Signature Line (usually the UserID)
For Agency Use Lines 1-3
Currency Amount
Coin Amount
Adj., Wires, and Misc
Check Amount
Check Count
Deposit Total
Status (as of date/time downloaded)
O Transmit — valid deposit not yet downloaded to STO system
0 Void — deposit has been voided
O Hold — deposit has been placed on hold
0 Future-Dated — deposit has been post-dated
0 Complete — deposit already downloaded to STO system
Date Entered

Keyed By (UserlD)
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Section

DEPOSIT MAINTENANCE: VIEW/REPRINT
A DEPOSIT

Security clearance required:
= Viewer
=  User
=  Supervisor
= Site Administrator

Purpose of Function:
The main purpose of this function is to query and reprint deposit forms.

To access the View/Reprint function under the Deposit Maintenance function, click on the
command button listed under Deposit Maintenance as shown below.

Logoff | Contact » | My Profile | Help

DGPOSHS Form Emerald City Maintenance

Main Menu | Ag y Maintenance | Deposit Maintenance | Deposit Entry

Welcorme, Cowardly Lion,
You are logged in to the EDF system with Site Administrator privileges,

DepozitMaintenante There are currently na system
Deposits Manager messages.

Download Deposit Data

Create a Report
Wiew Reprint a Deposit

The following screen will appear:

Logoff | Contact STO | My Profile | Help

Depos

Main Menu | Ager aintenance | Deposit Maintenance | Deposit Entry

itS Foam Emerald City Maintenance

View/Reprint Deposit

Search by Deposit Number Search by Date
Enter Deposit Number L. My Deposits OR  © all Deposits
2. Enter Deposit Date
742742004
Seerch Search

Search Criteria:

* By deposit number
= Bydate
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Searching by Deposit Number

To search by deposit number you must enter the 10-digit deposit serial number and then select
search.

ey Yol e bgoff | Contact STO | Report Large Deposit | My Profile |
; Deposits Form DEVELOPMENT - State Agency

: | Deposit Maintenance | De

Help

View/Reprint Deposit

Search by Deposit Number Search by Date
Enter Deposit Number 1. OMy Deposits OR O All Deposits
iTEESDDGDD2 | 2. Enter Deposit Date

[2/25/2011

et Search

When you select search the following screen will appear:

— Logoff | Contact STO | Report Large Deposit | My Profile | Help
Deposits Forw DEVELOPMENT - State Agency '

Main Menu | Agency Maintenance | nance | Deposit Entry
View/Reprint Deposit

New Search

Selert a deposit below to view and/or reprint.

Deposit Number Deposit Type Location Bank Deposit Total Deposit Date Entered By

2 5 sUp 0z $100.00 2/3/2011 SWadmin

By clicking on a specific deposit, the following screen will be displayed:

—

RONIC

Deposits Forn DEVELOPMENT - State Agency

Main Menu | Agency Maintenance | C

Logoff | Contact STO | Report Large Deposit | My Profile | Help

| Deposit Entry

Deposit Viewer
Deposit Number: 1555000002 | Deposit Status: Transmit | Deposit Type: S

ACCOUNT / LOCATION 535 / SUP

FoR AGENCY USE: Supplemental

BANK AcCOUNT: 02 (BOFA-02)
ADJ., WIRES, MISC. 100.00

TRANSPORT: Bankstamp

DATE DEPOSITED: 2/3/2011
TOTAL DEPOSIT 5100.00

SIGHATURE: SWAdmin

DATE/TIME KEVED: 2/3/2011 3:42:36 PM
Reprint Deposit | Check Audit Trail

From this screen you can select the reprint or check audit trail functions for this deposit. You can
also see the date and time the deposit was keyed.
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Searching by Date
To search by date you must select My Deposits OR All Deposits, enter the desired date and then
select search.

ff | Contact STO | Report Large Deposit | My Profile | Help

% Deposits Forv DEVELOPMENT - State Agency

Deposit Maintenance | De

View/Reprint Deposit

Search by Deposit Number Search by Date
Enter Deposit Number 1. @ My Deposits OR (O All Depasits

‘_ ‘ 2. Enter Deposit Date

232011

When you select search the following screen will appear:

Logoff | Contact STO | Report Large Deposit | My Profile | Help

DEVELOPMENT - State Agency

| Agency Maintenance | O ce | Deposit Entry

View/Reprint Deposit
New Search
Select a deposit below to view and/or reprint.

Deposit Number Deposit Type Location Bank Deposit Total Deposit Date Entered By

5 sSup 02 5100.00 2/ SWadmin

R ABC 02 56,745.33 SwWadmin
2555002003 R ABC 02 $6,745.33 3/ SWadmin
8555100101 I ABC i | £138,756.00 2/3/2011 SWadmin
8555100102 1 ABC a1 £55,000.00 / SWadmin
8556700301 1 0oo 21 $62,500.00 SWadmin
8556900501 ;| 123 91 $98,900.00 SWadmin

By clicking on a specific deposit, the following screen will be displayed:

Contact STG | Report Large Deposit

DEVELOPMENT - State Agency

nu | Agency Maintenance | [ tMa ce Deposit Entry

Deposit Viewer

Deposit Number: 2555002002 | Deposit Status: Complete (Received at STO) | Deposit Type: R

ACCOUNT / LOCATION 555 / ABC

(Remote Deposits)

FOR AGENCY USE:

CHECKS 6,745.33
EanK accounT: 02 (BOFA (R)-0Z2)
TRANSPORT: Courier ITEM COUNT: 72
DATE DEPOSITED: 2/3/2011

TOTAL DEPOSIT £6,745.33
SIGNATURE: SWAdmin

DATE/TIME KEYED: 2/3/2011 3:27:31 PM

Reprint Deposit | Check Audit Trail

From this screen you can select the reprint or check audit trail functions for this deposit. You can
also see the date and time the deposit was keyed.
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Section

DEPOSIT MAINTENANCE: CREATE A
REPORT

Security clearance required:
=  Viewer
= User

=  Supervisor
= Site Administrator

Logoff | Contact STO | My Profile | Help

Emerald City Maintenance

t Maintenance | Deposit Entry

' De pOSitSFRM

Main Menu | Age

Welcome, Pat Emc Sup.
You are logged in to the EDF system with Supervisor privileges.

Deposit Maintenance i
i System Message
Deposits Manager System Messans

Dowhload Denosit Diaka (last message posted 7/27/2004)
Wiew/Reprint a Deposit

Purpose of Function:
The main purpose of this function is to create reports based on the following criteria:
=  Account/Location
= Data Type
*  Date Range (for History only)
* Include (for History only)
= Date Type
= Sort

Please note: The Date Range criteria are not based on the Deposit Date field
of the deposit, but rather the actual date the deposit was entered in EDF.

Logoff | Cont o | My Profile | Help

Emerald City Maintenance

Main Menu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Deposits Fow

Create a Report

Select Report Criteria
Bank Reconciliation Report

1. Account/Location I—A||Acc;gunt5—;| I—AII Locatiuns—;l
2. Data Type |Depusits to STO 'I
3. Sort

# pank C Date O Account
Subrnit
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=  Account/Location
These fields are tied together so that you can only enter valid Account/Location
combinations. These combinations are set using Agency Maintenance - Agency Manager.
The default for these fields are “All Accounts” and “All Locations”
* Data Type
These fields filter out the following:
0 Deposits to STO — This will report all deposits that are currently in Transmit status
(have not yet been transmitted to STO).
0 Pending — This will report all deposits that are currently on hold, post-dated (future
dated), or were voided since the last EDF transmission (daily at 2:00 pm).
= History — This will report all deposits in Complete status (have been uploaded by STO) or
that were voided before the last EDF transmission (daily at 2:00 pm).
The following fields appear when you select History
0 Date Range
If no date is entered in the “From” field, it will assume the current date. The “To” field
is pre-filled with the current date, but can be changed to any date.
O Include
Valid Deposits Only — Report will only include deposits that were not voided.
Voided Deposits Only — Report will only include deposits that were voided.
Both Valid and Voided Deposits — Report will include both valid and voided deposits.
0 Date Type
Date Deposited — Report will include deposits dated within date range
Date Keyed - Report will include deposits keyed within date range
Date Transmitted - Report will include deposits transmitted within date range

- — Logoff | Contact STO | Report Large Deposit | My Profile | Help
Deposits Forn DEVELOPMENT - State Agency

u | Agency Maintenance | Deposit Maintenance | Deposit Entry

Create a Report
Select Report Criteria
Bank Reconciliation Report

1. Account/Location IVVAIIAccountS"j |~AII Lccat\cns"j

2. Data Type [History =]
2.1 Date Range From| | (m/divyyy) To [2A472011 (mydiyyyy)
2.2 Include I\"alid Deposits Only j
2.3 Date Type [Date Deposited =]

3. Sort @ Bank ¢ Date (" Account

Submit
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* Sort
You can have the report sort by Bank, Date or Account. Subtotals are created for each
break in the sort.

i vyt Logoff | Contact STO | Report Large Deposit | My Profile | Help
Deposits Form DEVELOPMENT - State Agency

J | Agency Maintenance | [

History - Valid Deposits Only
Multiple Account / Multiple Location Report by Bank
Transmitted from 2/1/2011 to 2/4/2011

S
T A
Acct Loe  Bank Date Keyed Tr.an& I?eposil ; User ID Currency Coin s “"ifes, e filcck S il T
© mitted Number E i Misc Count Amount Amount U
& >
*
333 2 R |§WAdmin 72
333 2 2 . |SWAdmin 72
Number of Deposits: 2 144
335 [SUP | BOFA-02 |[25/11 | 2341 | 2411 1535000002 S | SWAdmin o
Number of Deposits: 1 o
335 |[ABC | ICL(@-91 24 I |SWAdmin 830
535 |ABC 24 I |8WAdmin 673
336 | 000 24 I |SWAdmin 300
536 [123 311 341 | 2411 B 501 I |5WAdmin 0.00 | 0.00 674
Number of Deposits: 4 50.00 S0.00 2,609 8335,156.00
GRAND TOTALS
Number of Deposits: 7 2,843 5368,746.66

*Type Key: A = Wires/Misc. | D = Regular Deposit | M = Misc-Sort | I = Imaged Cash Letter | R = Remote Deposit | P = Pre-Sort | S = Supplemental

P e S B S S = =

Above is an example of a report with the following criteria:

Account/Location: All Accounts
All Locations

Data Type: History

Sort: Bank

The report shows the date of the deposit., the date the deposit was keyed and the date the
deposit was transmitted to STO.
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Logoff | Contact STO | Report Large Deposit | My Profile | Help

DEVELOPMENT - State Agency

Deposits Form

enu | Agency Maintenance | Deposit Maintenance | Deposit Entry

Exceptions
Multiple Account / Multiple Location Report by Bank
Asof 2/7/2011

s
2 A
Acct Loc Bank Date Keyed Tr.ansf IEEPDSH ; User ID Currency Coin Adj, Wi{es,:\nd s L izl i
mitted Number S Misc Count Amount Amount U
- .
*
535 |[SUP BOFA 5 0 H|
535 |SUP 5 ] H
556 |123 D | SWAdmin 0.00 | 0.00 0.00 123 2,587, .537.00 'H
Number of Deposits: 3 $0.00 S0.00 §200.00 123 §2,587.00 82,787.00
GRAND TOTALS
Number of Deposits: 3% 123 52,787.00

*Type Key: A = Wires/Misc. | D = Regular Deposit | M = Misc-Sort | I = Imaged Cash Letter | R = Remote Deposit | P = Pre-Sort | S = Supplemental
**Status Keyv: T = Has Not Transmitted | F = Future Dated | H=Hold | V = Void

Above is an example of a report with the following criteria:

Account/Location: All Accounts
All Locations
Data Type: Pending
Sort: Bank
Send Report to Excel:

You can click the Send this report to Excel link to download the current data into an Excel
spreadsheet. One purpose of downloading these reports to Excel is to allow the user to create a
repeating header when printing the reports. Once in Excel, you can choose the following formatting
options to create a more printer-friendly report:

From the File menu, select Page Setup.

& File | Edt  Wew Inset Format Tools Data  Sindow Help  Adobe PDF Type a question For help  [7/2 & X

a0 dew.. Gkl Lo @ 3 - 4] 3 @@100% - @ .

aril B Qpen... CtrHO ﬂ B %, 48w o By . & + 3 Protect 5 .

Close
| .. End Review... |
Save Ctr+s

] sewess. € A 1 1 J R L [ w [ W [ o =
| 1|45 saveaswebPage... Exceptions I—
| 2] Save Workspace. . Multiple Account { Multiple Location Report by Bank
| 3| B Search.. As of 2172011
L4 T

a5 Web Page Preview Y
% Page P Deposit : Adj, Wires, And
| 7| eposi . lj, Wires, An
8] Prink Area » Number .| UserID |Currency|>Coin Mise Check Count|Check Amount | Total Amour
[91[& erinkPreview
%é Print... Ctr+p
E send To b | 1555000001 | S| SWAdmin $0.00] $0.00 $100.00 1] $0.00 $100.C
113] properties 1556000003 | 5| SWAdmIn $0.00] $0.00 $100.00 0 $0.00 $100.C
| 14| 1556300504 | D) SWAdDmIn $0.00] $0.00 $0.00 123 $2.567.00 $2.567.C
[REI . dcnostheportExcel 2:7:11.x $0.00] $0.00 $200.00 123 §2,587.00 $2,787.1
16 2 {BofaiBofa Book Balances\BofA Book balance. XS
|17 3 1BofAiBafA Book Balances\UT Book balance, 5.5 [ [ 123 | $2.787.0
E 4 \BofAlmisc info\bofa deposit contacts.sls | M= Misc-Sort| 1= lmaged Cash Letter | R= Remote Deposit | P = Pre-Sort| S = Supplemental

20 Dated | H= Hold | V = Void
21l B
=
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On the Sheet tab, in the Rows to repeat at top field, type $1:$3.
21X

Page I IMargins I Header/Fooker Sheet |

Prink area: I :"‘J Primk. .. |

Frink titles
Rows bo repeat at bop: | T
Opkions., ..
Columns to repeat at left; I j"_]

On the Page tab, select Landscape for the orientation

21

Page |Margins I Header /Footer I Sheet I

Crientation Print
5 Print. .. |
L
" Portrait +

e

R I

Select a Scaling option appropriate for the length of the report

21

Page |Margins I Header /Faater I Sheet I

Crrienkati
rientation Brint.. |
B [
. ' Portrait " Landscape

Scaling

¢ adjust ko: m% normal size
" Fit b Il 5‘ pagels) wide by |1 E‘ Lall

Oplions. ..
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List of Report Variations:

Report

Sort #1

Sort #2

Sort #3

Deposits to STO
Deposits to STO
Deposits to STO

Bank
Date (deposit)

Account

Pending (Exceptions)
Pending (Exceptions)
Pending (Exceptions)

Bank
Date (deposit)

Account

History (date range)
History (date range)

History (date range)

Bank
Bank
Bank

Valid Deposits Only
Valid Deposits Only

Valid Deposits Only

Date Deposited
Date Keyed

Date Transmitted

History (date range)
History (date range)
History (date range)

Bank
Bank
Bank

Voided Deposits Only
Voided Deposits Only
Voided Deposits Only

Date Deposited
Date Keyed
Date Transmitted

History (date range)
History (date range)
History (date range)

Bank
Bank
Bank

Both Valid & Voided Deposits
Both Valid & Voided Deposits
Both Valid & Voided Deposits

Date Deposited
Date Keyed
Date Transmitted

History (date range)
History (date range)
History (date range)

Date (deposit)
Date (deposit)
Date (deposit)

Valid Deposits Only
Valid Deposits Only
Valid Deposits Only

Date Deposited
Date Keyed
Date Transmitted

History (date range)
History (date range)
History (date range)

Date (deposit)
Date (deposit)
Date (deposit)

Voided Deposits Only
Voided Deposits Only
Voided Deposits Only

Date Deposited
Date Keyed
Date Transmitted

History (date range)
History (date range)
History (date range)

Date (deposit)
Date (deposit)
Date (deposit)

Both Valid & Voided Deposits
Both Valid & Voided Deposits
Both Valid & Voided Deposits

Date Deposited
Date Keyed
Date Transmitted

History (date range)
History (date range)
History (date range)

Account
Account

Account

Valid Deposits Only
Valid Deposits Only
Valid Deposits Only

Date Deposited
Date Keyed

Date Transmitted

History (date range)
History (date range)
History (date range)

Account
Account

Account

Voided Deposits Only
Voided Deposits Only
Voided Deposits Only

Date Deposited
Date Keyed
Date Transmitted

History (date range)
History (date range)
History (date range)

Account
Account

Account

Both Valid & Voided Deposits
Both Valid & Voided Deposits
Both Valid & Voided Deposits

Date Deposited
Date Keyed
Date Transmitted
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2 banks, 1 account, 3 locations:

Appendix

Emerald City Maintenance

Bank: Wizard City Bank (WCB), Munchkin Bank (MB)

Account: 555
Locations: 123, ABC, B15

p - start number based bank/account start number based on bank/account/location
. I) location
deposits . .
are account (info only) start # account location start #
q 555 123 555 123 100
processe 555 ABC [
. wcg 100 | 555 ABC  [giweg ] 200
in the same 555 B15 555 B15 300
order listed
below 555 123 555 123 400
555 ABC [ mB 200 | 555 ABC 4 gims ) 500
555 B15 555 B15 600
C &,
WCB MB wcB MB
555 555 555 555
acct 555 bank WCB loc 123 1555000100 1555000100
acct 555 bank WCB loc ABC | 1555000101 1555000200
acct 555 bank WCB loc B15 1555000102 1555000300
acct 555 bank MB loc 123 1555000200 1555000400
acct 555 bank MB loc ABC 1555000201 1555000500
acct 555 bank MB loc B15 1555000202 1555000600
acct 555 bank WCB loc B15 1555000103 1555000301
acct 555 bank WCB loc B15 1555000104 1555000302
acct 555 bank MB loc B15 1555000203 1555000601
Appendix A A1




1 bank, 1 account, 3 locations:

Emerald City Maintenance
Bank: Wizard City Bank (WCB)
Account: 555

Appendix

deposits
are
processed
in the same
order listed
below

C

&

loc 123
loc ABC
loc B15
loc 123
loc ABC
loc B15

loc B15
loc 123
loc B15

Locations: 123, ABC, B15
start number based bank/account start number based on bank/account/location
location
account (info only) start # account location start #

555 123 555 123 100

555  ABC [ WcB 100 ] 555  ABC [ all WCB ] 200

555 B15 555 B15 300
1555000100 1555000100
1555000101 1555000200
1555000102 1555000300
1555000103 1555000101
1555000104 1555000201
1555000105 1555000301
1555000106 1555000302
1555000107 1555000102
1555000108 1555000303

Appendix B
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1 bank, 2 accounts, 3 locations:

Emerald City Maintenance
Bank: Wizard City Bank (WCB)

Appendix

deposits
are
processed
in the same
order listed
below

C &

acct 555 loc 123
acct 555 loc ABC
acct 555 loc B15

acct 789 loc 123
acct 789 loc ABC
acct 789 loc B15

acct 555 loc B15
acct 789loc 123

acct 789 loc B15
acct 555 loc ABC
acct 555 loc ABC

Accounts: 555, 789
Locations: 123, ABC, B15
start number based bank/account start number based on bank/account/location
location
account (info only) bank start # account location bank start #

555 123 555 123 100

555  ABC }[ WCB 100 ||| 555  ABC (only using one 200

555 B15 555 B15 bank: 300

789 123 789 123 wce 400

789  ABC }[ WCB 200 ] 789  ABC 500

789 B15 789 B15 600
1555000100 1555000100
1555000101 1555000200
1555000102 1555000300
1789000200 1789000400
1789000201 1789000500
1789000202 1789000600
1555000103 1555000301
1789000203 1789000401
1789000204 1789000601
1555000104 1555000201
1555000105 1555000202

Appendix C
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2 banks, 2 accounts, 3 locations:

Emerald City Maintenance
Bank: Wizard City Bank (WCB), Munchkin Bank (MB)

Appendix

Account: 555, 789
Locations: 123, ABC, B15
start number based bank/account start number based on bank/account/location
. location
deposits account (info only) start # account location start #
are 555 123 555 123 100
processed 555 ABC ([ we 10 | 555 ABC (allwes ] 200
. all WCB
in the same 555 B15 555 B15 - 300
°"d§"|"s*ed 555 123 555 123 400
elow
555 ABC ( MB 20 ] 555 ABC [aime ) 500
555 B15 555 B15 - 600
789 123 789 123 700
789 ABC [ WCB 30 ] 789 ABC -O,, WCB 800
789 B15 789 B15 - 900
789 123 789 123 1000
789 ABC 4 mB 40 ] 789 ABC ol MB 2000
( e 789 B15 } 789 B15 3000
wcCB MB wWcCB MB
555 789 555 789 555 789 555 789
acct 555 bank WCB loc 123 | 1555000010 1555000100
acct 555 bank WCB loc ABC | 1555000011 1555000200
acct 555 bank WCB loc B15 | 1555000012 1555000300
acct 555 bank MB loc 123 1555000020 1555000400
acct 555 bank MB loc ABC 1555000021 1555000500
acct 555 bank MB loc B15 1555000022 1555000600
acct 789 bank WCB loc 123 1789000030 1789000700
acct 789 bank WCB loc ABC 1789000031 1789000800
acct 789 bank WCB loc B15 1789000032 1789000900
acct 789 bank MB loc 123 1789000040 1789001000
acct 789 bank MB loc ABC 1789000041 1789002000
acct 789 bank MB loc B15 1789000042 1789003000
acct 555 bank WCB loc B15 | 1555000013 1555000301
acct 555 bank WCB loc B15 | 1555000014 1555000302
acct 555 bank MB loc B15 1555000023 1555000601
acct 789 bank MB loc B15 1789000043 1789003001
D-1

Appendix D



	00 - Cover Sheet.pdf
	00 - Table of Contents.pdf
	01 - Recommended System Requirements for the EDF Application.pdf
	02 - Security.pdf
	03 - Audit Trail.pdf
	04 - Logon and Logoff.pdf
	05 - Email STO.pdf
	06 - My Profile.pdf
	07 - Online Help.pdf
	08 - System Messages.pdf
	09 - Setting Up Your Agency - General Instructions.pdf
	10-12 Agency Maintenance
	10 - Agency Maintenance - User Manager.pdf
	11 - Agency Maintenance - Agency Manager.pdf
	12 - Agency Maintenance - Bank Manager.pdf

	13-17 Deposit Maintenance
	13 - Deposit Maintenance - Deposit Entry.pdf
	14 - Deposit Maintenance - Deposits Manager.pdf
	15 - Deposit Maintenance - Download Deposit Data.pdf
	16 - Deposit Maintenance - View-Reprint a Deposit.pdf
	17 - Deposit Maintenance - Create a Report.pdf

	Appendices
	18 - Appendix A (2 banks-1 agency account-3 locations).pdf
	19 - Appendix B (1 bank-1 agency account-3 locations).pdf
	20 - Appendix C (1 bank-2 agency accounts-3 locations).pdf
	21 - Appendix D (2 banks-2 agency accounts-3 locations).pdf




